CHAPTER 1: SYSTEM BASICS

Page
L0 =Y - 1:1
When should | read this Chapler?........ ... e e e e e e e e e e e 1:1
What is the purpose of this Chapter? ... e 1:1
L€ 4] 4 Yo T3 - T =Y S E 1:1
HOW dO | start the Program®? ... ... oo e s e e 1:1
What if | don’t have a User ID and passSWOrd? ... e e e e e e e e e e e e e e enes 1:2
What is the HOME PagE? ........eeiiiiieiiii et ettt e e st e e e s abaeee e 1:2
What if | don’t have any Collection or Archive directories in ICMS? ... 1:3
How do | get to the Collections MOAUIE? ..........oooiiiiiiiiieiiee et e e e e aae s 1:4
How do | move through the database and look at the other records?..........cccccoeiiiiiiiiiiiiii e, 1:5
How do | get to the Archives MOQUIE? ..........oeiiiiiiee e e e e e beaeeaae s 1:5
Can | use the Archives Module if | don’t have archival expertise? ...........cccoceciiiiiiie i, 1:6
HOW dO | eXit the PrOgramM? .. ... et an e e e e e e 1:6
What are the main parts of the ICIMS WINAOW? ........cooiiiiiiiiie e 1:6
=Y g T I T T 1:9
What is the purpose of the menu bar across the top of the SCreen? ..., 1:9
How do | access the functions onthe menu bar?...... ... e 1:9
What options appear under File onthe menu bar? ... 1:10
What options appear under Editonthe menu bar? ... 1:10
What options appear under View on the Menu bar? ...........c..ooeiiiiiiiiiiie e 1:12
What options appear under Record onthe menu bar? ...........ccoooiiiiiiii e 1:14
What options appear under Tools on the MenuU bar? .............oooiiiiiiiiiiii e 1:17
What options appear under Help on the menu bar?..............oeeiiiiiiiiiiiee e 1:19
S0 g T = 7 1:19
What is the purpose of the button bar across the top of the screen?..........ccvvvvviiiieiviiiiieiiieieieeieians 1:19
How do | access the functions on the button bar?...........o e 1:19
What do the icons on the button bar mean?..... ... 1:19
L0 e oY TN V£ 1:22
Can | use Function Keys as ShOMCUL KEYS? .........uiiiiiiiiii e 1:22
Modes Of OPEration ..... ... s mn e e nmn e 1:23
BIOWSE IMOGE ...ttt et e e e e ab bbbttt e e e e e e s bt e bt e et e e e e e annbeeeeeeee s 1:23
VW IMIOTE ...ttt e oo oo bbbttt e e e e e ab ettt e e e e e s e abn e e e e e e e e e e e annbeeneeeeeas 1:23
Y ToTe 1y Y01V Yo [ YRR 1:23
o (o /T To = SRR 1:23
L0707 o) V11V, [ To [ TSRO 1:23
ViSible Data..... ... 1:23
What is “ViSIDIe data’”......ccoceee ettt e e e e e e e e e e e e e e e aaas 1:23
Aren’t all My data VISIDIE? ...... ..o e 1:23
How do | create subsets of data? ... ... 1:23
Why is it important to be aware of visible data? ... 1:23

How do | know what data @re VISIDIE? .........ee et e e e e e e e eaas 1:24



Right-ClICK MENUS ....ooiiii it r s an s s 1:24

What are right-ClICK MENUS? ......ooi i e e e e s e e e e e e e s e reeeaaeeeesnns 1:24
How do | get to the right-CliCK MENUS?.........ooeiiiii e 1:24
Why are some options on the right-click menu grayed OU?............cooiiiiiiiii e 1:24
What are the right-click menu options for fields? ... 1:24
What are the options on the right-click menu for Images? ... 1:27
What are the options on the right-click menu for a row in the List Pane? ..........cccccciiiiiiiiiiieen, 1:28
What are the options on the right-click menu for a record in the Supplemental list? ........................... 1:29
What are the options on the right-click menu for the column headers in the List Pane, Supplemental list

and archives SUD-reCOrdS lISt? ........ooiuiiiiiiie et 1:29
What are the options on the Hierarchical Browse View right-click menu in the archives module? ......1:31
What are the options on the Saved filter right-click menu? ..., 1:32
What are the options on the Tag Set right-Click MenuU?.............ooooiiiii e 1:32
What are the options on the Quick Entry right-click menu?...........c.ccoiiiiiiii e, 1:33
Catalog RECOId SCrEENS ......ciiciiiiiiiiiri i s n e na s n e e e nn e e s 1:33
What are the names on the tabs at the top of the catalog record?...........ccoooiiie, 1:33
Why are some of the tabs iNACHIVET? ..........ooo s 1:34
How do | move between pages within a catalog record? ... 1:34
How do | move through the fields in the catalog record? ... 1:34
What is the difference between the DOl and NPS catalog SCreens? ..........occeeviiieiiiiiien e, 1:34
What is the difference between the’Save”, “Save and Close” and “Save and Add Another” links......1:35
What are the User fields on the Unit tab? ... e 1:35
How do | create a unit-specific field from a User field? ... 1:35
Archive RECOId SCIrEENS ... mmn e s e e s me s e e s e e e s mmnnn e e e e eannan 1:35
When do | use the Archives MOAUIE? ...........uuiiiiiiiiie e e e e e neeee s 1:35
What are arChival IEVEIS?.........ooi ittt e et e e s e e e s s e e e s nnneeeas 1:35
How do | view records at each archival [eVel?.......... ... 1:36
What are the names on the tabs at the top of the archives record?...........ccooo i, 1:36
What is the MARC INformation tab? ... ... e e e e 1:37
How do | move between pages within an archive record? ... 1:37
What is the Hierarchical Parents tab? ... 1:37
What are the SUb-Records tabs? ...... ... e a e e 1:37
What is the “Use These Records” option on the sub-records tabs?............cccooeciiiiiiii i, 1:38
Why are some of the sub-records tabs missing from the Series, File Unit and ltem records? ............ 1:38
What are hierarChiCal FaNGES? ... i e e e e e e e e e e e e e st e reeeaaeeeeaans 1:39
How can | view all the archive records in a hierarchical list?............ccccooviiiiiiiiie 1:39
L= o T T T = 1:41
What are the icons that appear on each field? ............oooiiiiiiiii e 1:41
What is the purpose of the authority tables in the program? ... 1:43
How do | add, edit, or delete terms in an authority table? ... 1:43
What is a Flexible Date field? ... e e e e e e e e e e e e e e 1:43
Do | have to use the flexible date format? ... ... e 1:44
How do | use the Flexible Date Format WindOW? ..........oooi i 1:44
What fields allow me 10 use SPell CheCK?...........ouiiiiiiie e 1:45
How do | activate SPeIl ChECK? ... e e e e e e e e s raareeaae s 1:45
HOW dO 1 USE SPEII ChECK? ... .. ettt e e e e e e e e e e e st e e e e e e e e sanraaneeaees 1:45
USING the Program.........eeiiiiiiiss s s s s s s s s s s s s saan s s mn e s nnsnns 1:46
What kind of help is available in the program? ........ ..o e 1:46
What is Rediscovery SYStEmM HEID? ......ooo it e e e e e e e e e e e e ennes 1:46

What is ICMS field NEIP?..........o e e 1:46



Should | enter data in all Caps OF MIXEA CASE? .......cciiiiiiiiiiee e e e e e e e e seaanree s 1:46

Do | really need to learn how to use all the different modules and functions? ............ccccccoveiiiiennennn. 1:47
What are the most important things to remember while working in the program? ...........ccccccceveeiiis 1:47
Can | change the screen style and colors or button bar Size?...........cccooiiiiiiiii e 1:47

LA g T Ao (o X W e (o X g 1= A 2P 1:49






CHAPTER 1: SYSTEM BASICS

A. Overview

1.  When should | read this
chapter?

2. What is the purpose of this
chapter?

B. Getting Started

1. How do |/ start the program?

ICMS User Manual (2009)

Read this chapter after you’ve read the Introduction, and after you’ve installed the
software (see the on-disc instructions or Appendix B: Installation and Setup to
install the software). You will learn more from this chapter if you can follow
along on your computer.

Use this chapter to familiarize yourself with the system basics of ICMS. The
information presented here will help you learn to navigate through ICMS.
After you start working in the program, use this chapter as a quick reference
on system basics.

From your Windows desktop:

e  Double-click the Re:discovery icon RE:
Or follow these steps:

e Single-click on the Start button in the bottom left corner of the screen to
bring up the start menu.

e Point to All Programs on the Start menu. When you highlight All
Programs, the Programs menu opens.

e Highlight the Re:discovery ICMS folder on the Programs menu.
e Single-click on the Re:discovery ICMS icon.
The Login window opens. Enter your User ID. Press Tab to move to the

Password field and enter your password. Press Enter or click on the Login
button to start the program.

-

Please enter your User ID

Please enter your Password

— L e——
Version 8.10 ©2008 Re:discovery Software Inc.
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2. Whatifl don’t have a User If you don't have a user ID and password, stop and return to:
ID and password?
e Appendix B: Installation and Setup, or
e Chapter 9, Section VI, User Security, to set up a user ID, or

e  your system administrator who will assign you a user ID and password

If you have forgotten your password, see your ICMS system administrator. If
you need further help, call for support. See Appendix K: Support.

3. Whatis the Home Page? The Home Page opens the first time you log in to ICMS. It shows the
program’s modules and directories in a “tree”. Use the arrow keys and the
Enter key, or double-click the mouse in the Home Page, to select the option
you want to use. Click the blue + buttons to expand an option and view sub-
options within it.

= Re:discovery for the U.S. Department of the Interior: ICMS \;HEHS\
Fle Edit View Record Tools Help
A

Navigation Pane Home Page

0,\-'1"\,',;;%( Re:discovery for the U.S. Department of the Interior: ICMS
4 % Welcome, RED

(5] Global Search Results s
| (}Re: Management Reports
iy Re: Collections Please select a place to begin...
34\ PARK - Cultural Resources Re: System
3 PARK - Natural History {5 Global Search Results
34\ USGS - Cultural Resources Re: Management Reports
| Uk USGS - Natural History (&3 Re: Collections
E3Re: Archives 4\ PARK - Cultural Resources
34k PARK - Archives (4-level) A PARK - Natural History
24k PARK - Archives (Item) 4 USGS - Cultural Resources
24k USGS - Archives (4-level) 4\ USGS - Natural History
24k USGS - Archives (Item) (& Re: Archives
A\ PARK - Archives (4-level)
4\ PARK - Archives (Item)
A\ USGS - Archives (4-level)
A UsSGS - Archives (Item)

Ready | | Browse Mode

All units have the:
e  Collections Module (This contains your cultural resources and natural
history catalog records. It also contains associated modules that assist you

with collections management functions.)

e Archives Module (This contains screens for describing archival
collections.)

e Management Reports Module (This contains the Automated Checklist and
Collections Management Report modules.)
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4. What if | don’t have any If you have just installed ICMS for the first time, you must create one or more
Collection or Archive directories so you can enter your catalog data.
directories in ICMS?
Note: You must have Administrator rights to create directories. If you do not
have sufficient rights to create directories, contact your ICMS system
administrator.

To create a directory:

e from the Tools menu, choose Create New Directory. The Create New
Directory window opens.

e Enter a 3-5 character directory name, usually your unit acronym.

e Select a Directory Type. Check the box for “Use DOI or NPS Center
Model Directory” to create a standard DOI directory. If you do not
use a DOI or NPS Center model directory, a standard NPS directory
will be created.

2 Create New Directory

Create a New Directory

Enter a name for the directory. Select the directory type. Check the box for Use DOI or NPS Center Model
Directory to create a standard DOI directory or NPS Center directory. Then click Create Directory.

Directory name: ABCD (3 to 5 characters, no spaces or symbaols)
Directory Type: Model Type:

Cultural Resources - DOI

Natural History Cultural Resources Center - MRCE
Archives (4evel) Cultural Resources Center - MWAC
Archives (Item) Cultural Resources Center - SEAC

Cultural Resources Center - WACC

|vliUse DOI or NPS Center Model Directory:

Create Directory Cancel

DOI directories use an un-formatted catalog and accession number, which
allows any numbering format for all bureaus. NPS directories use the standard
NPS 3-part catalog and accession number format. Only NPS Centers will use
the NPS Center model directories.

Most units will create at least a Cultural Resources directory. Many units will
also create a Natural History directory.

Click the Create Directory link to create the directory. Your new directory
will appear under Collections or Archives in the Navigator.

ICMS User Manual (2009) 1:3 System Basics



5. How do I get to the
Collections Module?

To get to the collections module:

e from the Home Page, double-click on the icon for a Collections directory,
such as Cultural Resources or Natural History, or

e use your arrow keys to cursor to a Collections directory, such as Cultural
Resources or Natural History, and press the Enter key

Note: If you are using the Navigation Pane, you only need to single-click a
selection to open it.

The Directory Page opens.
Collections Directory Page
The Directory Page includes the collections records, utilities, and associated

modules for the directory you chose.

The Collections directory page will look something like this:

Z Re:discovery for the U.S. Department of the Interior: ICMS E”‘Elrz‘

Ele Edit Yiew Record Tools Help
@ B an P
Navigation Pane |1 Collections - PARK - Cultural Resources
Navigator A\ PARK - Cultural Resources Up One Level
ﬂ} Home Page 2% collections -l
@Ree System i) Catalog Records
i+l Global Search Results L% Accessions
\}-Ret Management Reports “.% Management
iGHRe: Collections &\ Conservation
RK - Cultural Resou... ;’ Exhibits
; Loans Out
ke Accessions £ Loans In
,,,33 Conservation .. Maintenance
Exhibits {2) Deaccessions
& Loans Out 42 Restrictions
GHF Loans In 3 Locality
@[ﬂ Maintenance 345 Names
"ﬂ@ Liagcossions i~ Artist/Maker/Eminent Figure
QD Restrictions .31 Names and Addresses
P Locality g &3 custom
" Inventory-Control Page
-4 Inventory-Random Sample
" Inventory-Controlled Property
-4 Inventory-Accessions
%) NAGPRA ud
Ready 7 Browse Mode

Note: In this manual, the acronym “PARK” is used to indicate any unit.
When you use ICMS, your unit acronym will appear in place of “PARK”.

From the Directory Page double-click “Catalog Records”, or use the arrow
keys to select “Catalog Records” and press the Enter key.

The Catalog Record page opens. You will see the first screen of data for your
first catalog record. The default sort order is by catalog number, so you will
see the record with the lowest catalog number in the directory. A cultural
resources directory contains history, archeology, ethnology and archival
records. A natural history directory contains biology, geology and
paleontology records.

Some of the options in ICMS are security protected. To access these options,
you must have the correct security rights assigned to your User ID. If you
do not have the correct security rights, the option will be unavailable. For
more information on security rights, see Chapter 9, Section VI, User
Security.

System Basics 1:4 ICMS User Manual (2009)



6. How do I move through the
database and look at the
other records?

7. How do | get to the Archives
Module?

ICMS User Manual (2009)

There are many options and functions available to move through the program.
You need to find the ways that work best for you. Start by looking at the
different parts of the screen that are described in the following sections.

Go to question B.9 to begin learning how to navigate and use ICMS.
To get to the archives module:

e single-click on the icon for an Archives directory, such as Archives or
Item Level Archives, or

e use your arrow keys to cursor to an Archives directory, such as Archives
or Item Level Archives, and press the Enter key

The Directory Page opens.

Archives Directory Page

The Directory Page includes the collections records, utilities, and associated
modules for the directory you chose. An archives directory contains
hierarchically organized records. An item level archives directory contains
records for archival items cataloged only at the item level.

The Archives directory page will look something like this:

= Re:discovery for the Ul.S. Department of the Interior: ICMS |ZHE|E|
File Edit MView Record Tools Help
O EE &P

Havigation Pane |1 Archives - PARK - Archives (4-level)

Navigator A PARK - Archives (4-level) Up One Leve|
‘ﬁr Home Page
..jle: System
glgaj Global Search Results
| gm Management Reports

.3% Collections
‘gl Collection

| E3Re: Collections ﬁj IFt\\:mUmt

| (rdh PARK - Cultural Resou...

| 34 PARK - Natural History 8 {8) Manzgamnt

| i34 USGS - Cultural Resou... e O Restrictions

© (34 USGS - Natural History "3‘5; _fﬂﬂmes .

ﬂ Re: Archives @:’ Artist/Maker/Eminent Figure

; .49 Names and Addresses
O Custom
ﬂ%’ Tools

%’ Field Properties
% Public Search Configuration
% Table Sharing Configuration

L File Unit
el tem

Ready | || Browse Mode

From the Directory Page double-click “Collection”, or use the arrow keys to
select “Collection” and press the Enter key.

The Collection page opens. You will see the first screen of data for your first
archival collection record.
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8. Can I use the Archives Yes. However, the module is intended for use by DOI or contract staff with
Module if | don’t have experience in describing archival collections. You must fully catalog an
archival expertise? archival collection in the Collections Module. Once you have a catalog record

for the collection, you can choose at any time to transfer the data to the
Archives Module.

9. How do | exit the program? To exit the program:

e single-click on the Exit icon or

e press Alt-F to open the File menu, then use your arrow keys to cursor
down to Exit and press the Enter key

10. What are the main parts of The ICMS window has the following main parts:
the ICMS window?

Menu Bar The menu bar is at the top of the window. It includes all the commands and
functions for working with ICMS. For more information on the menu bar, see
Section C. Menu Bar.

T Re:discovery for the U.S. Department of the Interior: ICMS

Fle Edit View Record Tools Help
d By Catalog Numb... | [0 [l [ (2 = = WP AT THI GO TE A e as &P
Collections - PARK - Cultural Resources - Catalog Records
Navigator 2
(Ge: Collections =] -
&4 PARK - Cultural Resources Seiliii dallitit
&3 Catalog Records PARK 1 KIT, NEEDLEWORK
307 Accessions » PARK 2 VESSEL, CERAMIC
3-8 conservation i PARK 3 DECK, CARD
35 Exhibits PARK 4 TYPEWRITER, MANUAL %]
f# Loans out
SgL - VESSEL, CERAMIC PARK 2 1/1/1088
oans In _ .
&3 Maintenance Object Information | Supplemental Information | images | Miltimedia
(342 Deaccessions Registration | Catalog | Prov/Manf | Ethnology Unit
(34 Restrictions : )
343 Locality Criprop [y ]
&7 Artist/Maker/Eminent... Glass 1 ETHNOLOGY | Cfass 2 [sourrwesT |
&3 Names and Addresses Class 3 T chsesid 1
3¢ Inventory-Control Page e dal kY sl
@ Inventory-Random ... Obiert VESSEL, CERAMIC &
s — = = e Key Descript =)
Field Help % —
I . o Alternate Name =
Classification Line 1 (Class 1) =] — = _ _ =
DOI controlled autharity table (F5) y Catalog # PARK | 2 |component Part  Aocession#  [PARK ||~ 00892
| You may not add to, delete, or modify = = T =
terms in this table. Location SWRO ACE 10SFT BLDG SWRO LOBEY -
To save the record, you must complete = = -
this field. Object Status. EXHIBIT | status Date 1991
Enter: Item Count 1)  Quantity .|  storageunit [Ex
Doy S Description Rounded, arge bow shaped vessel, polychrome with geometic and |
| Fistory dose vistory for Archival and bird designs. Unpolished red sip base, upper 1/2 of vessel decorated in i
| Manuscrnt Collectins) polychrome designs. Signed by Marie (Marie Martinez, San Idefonso Pueblo, New Mexico)
P Probably painted by Julian Martinez, Note: Polychrome pots by Marie during this period
FThe fecpine bb st e o oF thesécod 1923-126 extremely rare, excellent condition, Federal works.
| wil actvate after you choose one of the
| three entries and tab to the next field. —
| Note: Catalog field notes as Archival and Added by RPM on 1/1/1988 12:00:00 AM  Updated by CONV on 6/25/2002 12:00:00 AM
| Manuscript Collections. Refer to the 10MS
| Ready View Mode 6054 record(s)
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Button Bar

Navigation Pane

ICMS User Manual (2009)

The button bar is below the menu bar. It includes the most frequently used
commands and functions. For more information on the button bar, see Section

D. Button Bar.

Fle Edt Vew Record Tools Help

1[5 5 Cowbarimber 3] 0 1 1 ) % b |

2 Re: Collections

@4 PARK - Cultural Resources
£33 Catalog Records.

& Accessions

&8 Conservation

(& Exchibits

&3f Loans out

@

37 maintenance

(242 Deaccessions

Q) Restrictions

WY Locality

3@ Artist/Maker/Eminert...
(343 Names and Addresses
3¢ Inventory-Control Page
¢ Inventory-Random

Catalog #

PARK
b PARK
PARK
PARK

A wow e

DECK, CARD

TYPEWRITER, MANUAL

|

VESSEL, CERAMIC

PARK 2

Object Informaton | Supplemental Information || Images | Multmedia |

1/1/1988

Registration | Catalog | ProviManf| -

Etfrology | [nt]|

Class 1

Class 3

Object

Key Descript
Alternate Name

Ctri Pro

» 78

|ETHnoLoGY L Ces= 2 [soumwest

|San Tidefonso

éJl Class 4 ‘Day

|VESSEL, CERAMIC

Catalog = PRk [ 2 ] [ |componentpart decessionz [ || |powz |
Location | SWRQ ACC 10SFT BLDG SWRO LOBBY :‘
Object Status | BB @] Status Date i’]_?,;l
Ttem Count [ 1 \-Jl Quantity [ -Jl Storage Unit  [ga [®]
Description Rounded, large bowl shaped vessel, polychrome with geometric and %]
bird designs. Unpolished red sip base, upper 1/2 of vessel decoratedin
i . polychrome designs. Signed by Marie (Marie Martinez, San Iidefonso Pueblo, New Mexico)
fereet kGl ctins) Probably peacieeet by N M Bric - IMGI Dok b e =y Mk ol W e
i AT e 1923-1926 extremely rare, excellent condition, Federal works.
| will activate after you choase one of the
three entries and tab to the next field L
| Note: Catalog fiekd notes as Archival and Added by RPM on 1/1/1968 12:00:00 AM  Updated by CONV on 6/25/2002 12:00:00 AM
| Manuscript Collections. Refer to the 1CMS
| | Ready I || view vode | 6054 records)

The navigation pane is on the left side of the window. It includes the
Navigator, Field Help, and Quick Actions. You can hide any of these options
by using View, Navigation Pane Options. You can hide the entire navigation

pane by clicking the

icon in the button bar, or by choosing View,
Navigation Pane, from the menu bar.

J Re:discovery for the U.S. Department of the Interio

3 Re: Collections
&4\ PARK - Cultural Resources
3 Catalog Records
L3> Accessions
3-8 conservation
= Exhibits
&3f# Loans out

3F Loans In

¥ Maintenance

(342 Deaccessions

(34 Restrictions

Y Locality

&7 Artist/Maker/Eminent...
&3 Names and Addresses
¢/ Inventory-Control Page
¢/ Inventory-Random S...

Field Help

| Classification Line 1(Class 1)

DOI controlled authority table (FS)

| You may not add to, delete, or modify
| terms in

o sav;me record, you must complete.

Manuscript Collections)

The discipline tab at the top of the record
| will actvate after you choose one of the

K]
2
]
=
Bow o oe

KIT, NEEDLEWORK

VESSEL, CERAM

8

VESSEL, CERAMIC

PARK 2

Object Information | 50

| nformation | fmages  Multmedia

1/1/1988

Regisration | Catalog | ProviMent |

[Edmoay| - [nit]

Glass 1

Class 3

Object

Key Descript
Alternate Name
Catalog =
Logation
Object Status
Item Count

Description

ctri Prop ﬁj

|ETHNOLOGY L Cfass 2 [soumwesT &l
an Idefonso | Closs4 [cay B
|VESSEL, CERAMIC ]
\ =
\ =
lpark || 2 | 5 Comporent Part  Asgession#  [pARK ||~ |[ooss2 |

| SWRO ACC 1 0SFT BLDG SWRO LOBBY

|Exmm ) StatusDate

[ 1_\.4| Quantity [ = u|

1991

Rounded, large bowl shaped vessel, polychrome with geometric and

bird designs. Unpolished red sip base, upper 1/2 of vessel decorated in

polychrome designs. Signed by Marie (Marie Martinez, San Tidefonso Pueblo, New Mexico)
Probably painted by Julian Martinez. Note: Palychrome pots by Marie during this period
1923-1826 extremely rare, excellent condition, Federal works.

Storage Unit  [ga [®]
|

i three entries and tab to the next field. L
| Note: Catalog field notes as Archival and Added by RPM on 1/1/1988 12:00:00 AM  Updated by CONV on 6/25/2002 12:00:00 AM
| Manuscipt Collections. Refer to the 10MS
Ready I || view Mode 6054 record(s)
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List Pane

Record Pane

System Basics

The list pane is below the button bar. It shows the list of visible records. You
can sort (i.e. organize) the records in the list by using the Sort option, or by
clicking the column headers (“quick sort”) in the list pane. You can hide the

entire list pane by clicking the = icon on the button bar, or by choosing
View, List Pane, from the menu bar.

Ic Help
i By Catalog et | [0 [ [ T B0 | FE e R T= I i R =R
Collections - PARK - Cultural Resources - Catalog Records
(&} Re: Collections a — R —
&+l PARK - Cultural Resources e ‘ Object, Object(NOM)
B Catalog Records PARK 1 KIT, NEEDLEWORK
60 Accessions [» PARK 2 VESSEL, CERAMI
34 Conservation PARK 3 DECK, CARD
&35 Exhibits PARK 4 TYPEWRITER, MANUAL
&3f# Loans out
VESESEL, CERAMIC PARK 2 1/1/1988
3F Loans In 7 PR—— —
&%) Maintenance Object Informetion | Information | Tages | Mitimedia |
&4 Desccessions Regstston | Catalog | ProvMeant [Ethnology | - [unit|
(34 Restrictions
B3 Locality crirrop [y g
&7 Artist/Maker/Eminent... Glass 1 |ETHNOLOGY 1] Cless 2 soumwesT =
&3 Names and Addresses Class 3 b
3¢ Inventory-Control Page |san tidefonso il ‘m“" il
&/ Inventory-Random S... 1y R |VESSEL, CERAMIC d
——— = e Key Descript [ =)
Field Help % =
e Alternate Name | _‘
Classification Line 1 (Class 1) o — =
DOI controlled autherity table (F5) Catalog # PARK 2 - Component Part  Agcession#  |PARK || |[oosaz
| You may not acd to, delete, or medify | e ey (s o B
| terms in this table. Location | SWRO ACC 1 0SFT BLDG SWRO LOBBY =
| To save the record, you must complete P e
this field, Object Status  [ExHIBIT | smwsbate (191
o Ttemn Count [ 1 \udl Quantity [ = \Jl Storage Unit  [ga [®]
Doy S Description Rounded, large bow shaped vessel, polychrome with geometric and [
Fistory G History for Archival and. bird designs. Unpolished red sip base, upper 1/2 of vessel decoratedin
i Mw;ﬂ s 1 ) polychrome designs. Signed by Marie (Marie Martinez, San Tidefonso Pueblo, New Mexico)
priaiechos) Probably painted by Julian Martinez, Note: Polychrome pots by Marie during this period
e tiscptine tels at e top o the reccvd 1923-126 extremely rare, excellent condition, Federal works.
| wil actvate after you choose one of the
| three entries and tab to the next field, L
| Note: Catalog field notes as Archival and Added by RPM on 1/1/1988 12:00:00 AM  Updated by CONV on 6/25/2002 12:00:00 AM
| Manuscipt Collections. Refer to the 10MS
| | Ready I || view Mode | 6054 record(s)

The record pane shows the record you are currently working with. It will have
different fields and different layout, depending on which module or associated
module you are using.

Pl e v

Collections - PARK - Cultural Resources - Catalog Records

OOEFOE ISP

mn header here to group by that column

3 Re: Collections
3dh PARK - Cultural Resources il | Object, Object(NOM)
&3 Catalog Records PARK 1 KIT, NEEDLEWORK
307 Accessions PARK 2 VESSEL, CERAMIC
3-8 conservation PARK 3 DECK, CARD
35 Exhibits PARK 4 TYPEWRITER, MANUAL %]
f# Loans out
& VESSEL, CERAMIC PARK 2 1/1/1088
3F Loans In 7 o S
&%) Maintenance Object Informetion | Information | Tages | Mitimedia |
:g Deaccassions Registraton | Cataleg | ProviMenf| - Ethnology | - Tt |
Restrictions
Y Locality crierop [y ]
3% AmstMa::r/:r;menl... Glass 1 |ETHNOLOGY 1] Cless 2 soumwesT )
Names and Addresses
Class 5 Class 4
3¢ Inventory-Control Page |san tidefonso il ‘m“" )
o Inventory-Random 5... Qbsjece |VESsEL, ceramMIC [®]
——— = — Key Descript =
b . - = Alternate Name =
| Classification Line 1 (Class 1) =] 1 777777 S— - =
DOI controlled autherity table (FS) Catalog # PARK 2 = Component Part  Agcession#  |PARK || |[oosaz
| You may not add to, defete, or modify b | | === [parc ||~ Jjooss2 |
| terms in this table. Location | SWRO ACC 10SFT BLDG SWRO LOBBY

| To save the record, you must complete

o i O s e
Hem Count [ 1_\,4| Quanty. [ | storsge nit ’—E‘-“—..‘

Description Rounded, large bowl shaped vessel, polychrome with geometric and [~
bird designs. Unpolished red siip base, upper 1/2 of vessel decorated in
| polychrome designs. Signed by Marie (Marie Martinez, San Idefonso Pueblo, New Mexico)
feaie ot aae i) Drobably panted by Ao M tricz: Mote: Polichrone pots by M dirg this peviod
e tiscptine tels at e top o the reccvd 1923-126 extremely rare, excellent condition, Federal works.
| wil actvate after you choose one of the
| three entries and tab to the next field, L
| Note: Catalog field notes as Archival and Added by RPM on 1/1/1988 12:00:00 AM  Updated by CONV on 6/25/2002 12:00:00 AM

| Manuscipt Collections. Refer to the 10MS

f IC || View Mode G054records) |
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C. Menu Bar

What is the purpose of the
menu bar across the top of
the screen?

How do | access the
functions on the menu bar?
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The status bar is at the bottom of the window. It shows the number of records
in your visible data, the current mode of operation, and whether you are using
an active tag or filter. It also includes a progress meter, to indicate when the
system is working on a task.

& Re:discovery for the U.S. Department of the Interior: ICMS

Fle Edit Vew Record Tools Help
Q@ EIBE] sy catoorums... [0 L L0 S ub®yTE = = R e R o = e = o
Navigation Pane Collections - PARK - Cultural Resources - Catalog Records
Navigator o
& Re: Collections : E b
&4 PARK - Cultural Resources Eifitis it
[ & Catalog Records PARK 1 KIT, NEEDLEWORK
& Accessions FIPARK 2
@2‘ Conservation PARK 3 DECK, CARD
&E] Exhibits PARK 4 TYPEWRITER, MANUAL [~]
Loans Out
u@ 'VESSEL, CERAMIC PARK 2 1/1/1988
¥ Loans In
& (2] Maintenance Object Information | Supplemental Information | Images | Multimedia
&4 Desccessions Registration | Catalog | Prov/Manf Ethnology Unit
Q) Restrictions
B Locality Ctriprop [y
@7 Artist/Maker/Eminert... Class 1 ETHNOLOGY Class 2 |souTHWEST =
383 Names and Addresses e = c -
San Tidefo G| Cles=4 o
¢ Inventory-Control Page =n festonso k) =i &
£/ Inventary-Random S... Qbioct VESSEL, CERAMIC
= = v Key Descript
Field Help
Alternate Name
Classification Line 1 (Class 1)
DOI controlled autherity table (F5) Catsiog # PARK. 2 Component Part  Accession  |PARK = 00892
You may not add to, delete, or modify
terms in this table. Location SWRO ACC 1 0SFT BLDG SWRO LOBBY
Ta save the record, you must complete
this field. Object Status EXHIBIT Status Date 1991
Eters Item Count 1 Quantity Storage Unit  [ga
g’h‘*‘":“;"’“m Description Rounded, large bowl shaped vessel, polychrome with geometric and
o %:se ey e Aectnid bird designs. Unpolished red sip base, upper 1/2 of vessel decorated in
Manuscript Collections) polychrome designs. Signed by Marie (Marie Martinez, San Iidefonso Pueblo, New Mexico)
o Probably painted by Juian Martinez. Note: Polychrome pots by Marie during this period
Fehe fecpine o st e oo aF theser 1923-1926 extremely rare, excellent condition, Federal works
wil activate after you choose ane of the
three entries and tab to the next field
Note: Catalog field notes as Archival and Added by RPM on 1/1/1988 12:00:00 AM  Updated by CONV on 6/25/2002 12:00:00 AM
Manuscript Collections. Refer to the ICMS e
Ready L || View Mode 6054 record(s)

The menu bar is one way for you to access the many functions of ICMS.

Press Alt and the first letter of the word on the menu bar to see a pull-down
menu of choices for that selection. If you continue to hold the Alt key after
pressing the menu letter, you can then press the underlined letter of the
function you want to choose on that menu. Or single-click on the function you
want, or use your arrow keys to highlight a choice and press the Enter key.

To go to another menu, release the Alt key and then press Alt and the first
letter of the next menu you want to view. With a menu expanded, you can
also press the right or left arrow key to open another menu.

Note: You must be in the View Mode to access some of the functions on the
menu bar. The current mode is shown on the status bar in the bottom right
corner of the screen. Refer to Section F of this chapter for additional
information about modes.

Following is a list of the menu bar commands and a brief explanation of them.
Many of these commands are described in greater detail in other parts of this
manual.

Some of the options in ICMS are security protected. To access these options,
you must have the correct security rights assigned to your User ID. If you do
not have the correct security rights, the option will be inactive. For more
information on security rights, read Chapter 9, Section VI, User Security.
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3. What options appear under
File on the menu bar?

Import/Export

Print Preview

Print List

Launch E-mail

Backup Data

Restore Full System Backup

Data Updates (formerly laptop
copy)

Load to Empty Directory

Transfer

Log on as different user
Exit

4. What options appear under
Edit on the menu bar?

Undo

Cut

System Basics

The File menu includes functions for using or creating computer files with
ICMS.

Use this option to import data into the program, or export data from the
program. You can import or export selected data fields, using an ASCII
delimited file format. You can also export data directly to files in these
formats: Excel, HTML, PDF, text, or XML. See Chapter 8, Sections III and
IV, for more information on import/export.

Use this option to preview what will print with the Print List option.

Use this option to print the list of visible data. The fields and records included
in the printout will match those in the List Pane.

Use this option to start your computer’s e-mail program.

Use this option to backup your data files, including backups for your annual
National Catalog submission. See Chapter 9, Section II for more information
on backup.

Use this option to restore a complete system backup zip file. This option is
used for restoring a system after a computer crash or to move the data to a new
computer. See Chapter 9, Section III, for more information on restoring a full
system backup.

Use this option to copy records to or from a laptop computer. See Chapter §,
Section V, for more information on laptop copy.

Use this option to load data you receive from another ANCS+ or ICMS user,
such as a contract cataloger, cooperator, or a Center. You must create a new
empty directory to use this option. See Chapter 8, Section VI, for more
information on loading data.

Use this option to transfer (copy) records from one directory to another, or to
copy records to a file. See Chapter 8, Sections I and II, for more information
on transfer.

Use this option to log into ICMS with a different User ID.
Use this option to exit the program.

The Edit menu includes options for adding or changing data.

Use this option to undo the most recent typing or deleting that you just did
while adding, modifying or copying a record.

Note: This is only available during the same add, modify or copy session.
Once the record is saved, the Undo will no longer reverse the typing.

Use this option to cut the selected text from a record.
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Copy

Copy/Append

Paste
Select All

Add New Record

Copy This Record

Modify This Record

Delete Record(s)

Refresh

Defaults & Carry Over Fields

Macros
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Note: You must be in Add, Modify, or Copy mode to remove text from a
record. The current mode is shown on the status bar in the bottom right corner
of the screen. Refer to Section F of this chapter for additional information
about modes.

Use this option to copy the selected text, so you can paste it in another
location. Copied text is held in the Windows “clipboard”. You can paste the
text into a Word document, e-mail, etc.

Use this option to copy selected text from more than one ICMS field. After
selecting and copying one piece of text, select another piece of text and use
Copy/Append. Both pieces of text are held in the Windows clipboard, waiting
for you to paste them.

Use this option to Paste the text you’ve copied to the Windows clipboard.
Use this option to quickly highlight all the text in a single field.

Use this option to create a new record. Add creates a new blank record and
places you in Add Mode. In the Collections module, the last acronym that was
used for the catalog and accession number will appear on the record. After
you save the new record, the program returns to Menu Mode. For more
information on adding or modifying catalog records, see Chapter 2,
Cataloging.

This option allows you to make an exact copy of the record currently displayed
on the screen and then to edit the new record. You cannot save the copy
unless you change the catalog number. This option places you in Copy Mode,
so that you can modify the catalog number and any other fields.

Use this option to modify the contents of the record currently on the screen.
You may change previously entered data or enter new information. This
option places you in Modify Mode.

Use this option to delete one or more selected records from the database. You
can delete the record that is currently on the screen by choosing "Delete This
Record." You can delete a group of records by choosing "Delete Multiple
Records." Use caution when using this option.

Note: Delete permanently removes the record from the database without any
recovery options. Make sure you have reliable backups of your data before
deleting records.

Use this option to refresh the screen if other users have modified the record
since you began to view it.

Use this option to set default values and carry over values to help you quickly
add new records that are similar. Using defaults can eliminate repetitive data
entry. You can set defaults for the entire system and set unique defaults for
every person who enters data. For example, a cataloger entering data on
magazines and a cataloger entering data on silverware can set unique defaults.
See Chapter 6, Section VII, for more information on Defaults.

Use this option to assign a keystroke or double-key combination to a series of
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Mass Supplemental Update

Modify All Records

Global Search and Replace

Quick Entry

Pre-allocate Records

Mass Taxonomy Update

MARC

5. What options appear under
View on the menu bar?

Navigation Pane
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actions that you perform frequently. When you type the assigned keystroke,
the program performs the action. You can keep macros for one data-entry
session or save them for repeated use. See Chapter 6, Section VIII, for more
information on Macros.

Use this option to mass-update the supplemental data for a group of records.
You can attach a group of catalog records to an Exhibit record, or a Loan Out
record. You can update or add appraisal information for many records at the
same time. See Chapter 3, Section I.E., for more information.

Use this option to modify multiple records. You can update the contents of
one, or many fields, in a group of records. Modify All will replace the current
data in the field with the new data you specify. You can also append data to
the end of the existing data in a field. See Chapter 6, Section III, for more
information on Modify All Records.

Use this option to seek and correct specific data, such as a string of characters

or a frequently misspelled word. You can search all fields, or a specific field.

You can replace all instances at once, or view and replace each instance one at
atime. See Chapter 6, Section IV, for more information.

Use this option to edit or add information to a group of selected records in a
columnar format, instead of using the data entry screens. This format allows
you to choose the fields you wish to edit and move through the fields quickly.
See Chapter 6, Section V, for more information on Quick Entry.

Use this option to pre-assign catalog numbers to a defined set of empty catalog
records. Sites that do a great deal of cataloging, or that use contract catalogers,
may use this function. Pre-allocated records will be DRAFT status, and will
have the Class 1 discipline that you choose. See Chapter 6, Section VI, for
more information on Pre-allocate Records.

Note: Pre-allocate records is a security-protected function. You must have
System Administrator security to use this function. It is only available in the
Collections Module.

Available only in Natural History. Use this function to mass update the
Kingdom, Phylum, Class, Order, Family and Sci. Name fields on groups of
Biology or Paleontology records from the ITIS database. See Chapter 2,
Cataloging (Natural History and Paleontology sections), for more information
on Mass Taxonomy Update

Archives module only. Use this function to create or export MARC records
at the Collection level of a 4-level archives directory. See Appendix F,
Section M for more information on MARC records.

The View menu includes options for organizing the ICMS screens, using
images, and navigating the screens and modules.

Use this option to close or open the ICMS Navigation Pane. The navigation
pane is on the left side of the screen. It includes the Navigator “tree”, Field
Help, and Quick Actions. You can use the navigator to go to associated
modules such as Accessions, Exhibits, and Loans.
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List Pane

Record Pane

Navigation Pane Options

Navigation Pane Style

Toolbars

Screen Options

Imaging

Image(s) View

Multimedia

Show Images in List Pane

Show Only Records With
Images

Update My List View

Use Large Data Navigator
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Use this option to close or open the List Pane. The list pane is above the
record pane. It shows the list of visible records in the current module.

Use this option to close or open the Record Pane. The record pane shows the
data you are currently working with.

Use this option to activate or deactivate the elements within the navigation
pane. You can activate or deactivate the Navigator, Field Help, and Quick
Actions elements.

Use this option to change the style of the navigation pane to suit your
preference. You can set the style to match the default style of other Windows
applications, such as Outlook 2003, Outlook XP, and Windows Explorer XP.

Use this option to activate specialized toolbars. When you activate a toolbar,
frequently used functions such as Tag Set Management are available on-
screen. You won’t have to search the menus to find these functions, because
they’ll be on the screen as part of the button bar.

Use this option to change the overall style of the ICMS window to suit your
preference. There are several styles to choose from. See Section L.7 of this
chapter, for more information on Screen Options.

Use this option to import digital images to your catalog records, and manage
those images. You can attach one or more images to each catalog record. For
more information on images, read Appendix G, Imaging and Multimedia.

Use this option to select the image view that suits your preference. You can
choose to view images as a Film Strip, Thumbnails, or Slide Show. You can
also “dock” the images tab, so that it is always next to your catalog record.

Use this option to activate multimedia clips that are associated with a catalog
record. See Appendix G, Imaging and Multimedia, for more information on
Multimedia.

Use this option to include thumbnail images in the List Pane. Any record that has
an image attached to it will show that image in the list.

Use this option to limit the visible data to only those records that have images
attached to them.

Use this option to select the fields you want to appear in the List Pane. These
fields will appear in the list pane when you choose My List View from the Sort
pull-down menu on the button bar or the Record menu.

Some units have very large collections and as a result a single table in a
directory may contain a large number of records. Use this option to interact
with Large Data Sets, so the system only has to load a certain number of
records at a time and can work more efficiently. Your visible data is still all
records in the system, Tag Set, or filter, but the records are divided into pages
and only one page of records is downloaded to the workstation at a time.
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Back

Forward

Next Page

Previous Page

Go To

6. What options appear under
Record on the menu bar?

Use Hierarchical Ranges

View Hierarchical Browse

Sort

First Record

Previous Record

Next Record

Last Record
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Use this option to go back to a screen you viewed previously, such as another
module, directory, or associated module.

Use this option to go forward to a screen you viewed previously, such as another
module, directory, or associated module. This option is only active after you have
used the Back option.

Use this option to view the next page (screen) of data in multi-screen modules.

Use this option to view the previous page (screen) of data in multi-screen
modules.

Use this option to go to any of the associated modules or utilities within the
current directory.

The Record menu includes options for working with your records. Use these
options to find records, move among the records, and print records.

Archives module only. Use this option to activate/deactivate the use of
hierarchical ranges. When active, this option limits the visible data to the
records within the same range as the current Collection, Series, or File Unit.
When inactive, all records are visible.

Archives module only. Use this option to open the Hierarchical Browse
window. The window displays Collection, Series, File Unit, and Item level
records in a color-coded hierarchy. The window can remain open while you
work with records.

Use this option to organize your records. You can put your records in order by
Catalog Number, Location, Object Name, etc. The default sort is by catalog
number.

The list of available sort orders changes in the different modules and
associated modules. For more information and a complete list of available sort
orders, by module, see Chapter 7, Section V.

Use this option to go to the first record in the visible data, in order by the
current Sort. If a filter or tag is active, this option will move to the first record
in the filter or tag. This option is inactive if you are on the first record.

Use this option to go to the previous record in your visible data, in order by the
current Sort. The previous record is the record directly before the one
currently on the screen. If a filter or tag is active, Previous Record will move
to the previous record in that filter or tag. This option is inactive if you are on
the first record.

Use this option to go to the next record in your visible data, in order by the
current Sort. The next record is the record directly after the one currently on
the screen. If a filter or tag is active, Next Record will move to the next record
in the filter or tag. This option is inactive if you are on the last record.

Use this option to go to the last record in the visible data, in order by the
current Sort. If a filter or tag is active, Last Record will move to the last
record in the filter or tag. This option is inactive if you are on the last record.
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Find Record

Get

Advanced Search

Advanced Filter
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Use this option to find the next occurrence of a specific word or character
string in the List Pane. You can search forward or backward in the list. You
can search within only one field, or within all fields in the List Pane.

Note: If you are in the Record Pane when you select this function, you must
activate a tag set, filter or select multiple records in the list pane. It will then

only find the word in that group of records. You can choose to search all
fields or only one field.

Use this option to get a specific record, in order by the current Sort. For
example, if the records are sorted by catalog number, Get will prompt you to
enter a catalog number. After you enter a number, the program will retrieve
that record. If the records are sorted by object name, the program will prompt
you to enter an object name. The program will retrieve the first record that
matches the requested object name.

Use this option to perform complex searches for words and phrases that occur
anywhere in your collection records. For simple searches, enter the word(s)
you are looking for in the Quick Search box on the button bar. See below in
section D. Button Bar, for more information about Quick Search.

The Advanced Search function in ICMS is one of the most powerful features
of the program. It is often the quickest and easiest option for finding records.
You can:

e perform Boolean searches using AND, OR, and NOT conditions

e search the current directory, all directories and modules, or specify
directories and modules you want the system to search

When you use the search results, the selected records are stored in a tag set.

For detailed information on using Advanced Search, see Chapter 7, Section I.

Use this option to limit the visible data to records that match specific field
values that you define. For each field, you can choose to find any records that:

e  start with your value

e are equal to (the same as) your value

e are not equal to (different than) your value

e are less than or equal to (below) your value

e are greater than or equal to (above) your value
e contain the same character string as your value
e are between a range of values

e are blank, or are not blank

You can save a filter for later use. You can select fields to include in the list
view and select the fields to sort by when using the filter.
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Deactivate Filter

Tag Set Management

Activate a Tag Set

Deactivate Tag Set

Add All Visible to Tag Set

Add Selected Item(s) to Tag Set

Remove Selected Item(s) from
Tag Set

Build a Tag Set

Create Tag Set of Random
Records

Reports
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For more information on Advanced Filter, see Chapter 7, Section II.

Use this option to deactivate an active filter. Your visible data will no longer
be limited to records that match the filter.

Use this option to manage tag sets. Tag sets are sub-sets of records grouped
together for easy reference.

You will create most tag sets by using Quick Search, Advanced Search, and
the menu options below. Use Tag Set Management to view the details of tag
sets, such as who created them, when they were created, and how many
records they contain.

For more information on Tag Sets, refer to Chapter 7, Section III.

Tag sets are static. They reflect the content of the database at the time you
created the tag set. New records added to the database after you create a tag
set will not automatically appear in the tag set.

Use this option to select an existing tag set, and activate it. Only the records in
the tag set will be visible.

Use this option to deactivate an active tag set. Your visible data will no longer
be limited to records in the tag set.

Use this option to add all visible records to an existing tag set, or to create a
new tag set that includes all visible records.

Use this option to add selected records to an existing tag set, or to create a new
tag set that includes only the selected records. You can select multiple records
in the List Pane by using the Shift-click and Ctrl-click combinations.

Use this option to remove the selected record(s) from an active tag set.

Use this option to start building a tag set by using any or all methods that are
helpful. While building a tag set, the message “Building: Your Tag Set” will
appear in the status bar at the bottom of the screen. You can use any of the
options described above for adding records to the tag set. When you’ve added
all the records you want to the tag set, choose Build Tag Set again to finish.

Use this option to create a tag set of randomly selected records. You can
choose the number of records to include in the tag set, or a percentage of the
total number of records.

Use this option to:

e run all the required (and many of the optional) DOI and Bureau forms,
and NPS forms from the NPS Museum Handbook, Part 11 (MH-II)

e create new report formats using the FoxPro Report Designer

e use the Quick Report feature to easily create and run reports on your data
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Full View

Finding Aid/SGML

7. What options appear under
Tools on the menu bar?

Spell Check

Lexicon

Public Search
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Note: FoxPro Report Designer can produce elaborate report formats. You
will probably need extra training to use this feature.

For more information on running existing reports and creating quick reports,
read Chapter 5, Printing and Reports.

Use this option to open the Full View window. Full View lets you see all the
data in all the fields for a record, in one window. You can print the contents of
the window, or save it as a file. See Chapter 5, Printing and Reports.

Archives module only. Use this option to create an archival finding aid
document. You can create the finding aid in two file formats: RTF and XML.
See Appendix F, Section L for more information on creating finding aids.

The Tools menu includes options for managing your ICMS system. You can
setup a User ID for new users, create and delete data directories, access the
Lexicon module, convert image files, and configure the system options.

Note: Most options on the Tools menu are security-controlled. You must have
System Administrator rights. For more information on security rights, read
Chapter 9, Section VI.

Use this option to check the spelling of words in a record. You can check
spelling on one or multiple records. You can check the spelling in all data
fields or only in selected data fields. For more information about Spell Check,
see Section K, questions 7, 8 and 9 below and Chapter 6, Section II.

Use this option to view and edit the hierarchy of established terms in the
lexicons included with ICMS.

Lexicons included with ICMS are:

o  The Revised Nomenclature for Museum Cataloging (including NPS
additions)

e NPS Classification Terms
o  Art and Architecture Thesaurus (AAT)
e NPS Hierarchical Classification Outline (HCO)

You can also create unit lexicons for your own use. For more information on
lexicons and how to use them, read Appendix E: Lexicons.

If you have a need to use other lexicons, such as the Library of Congress
Subject Headings, you may want to add those to your system. To add other
lexicons to your system, please contact Re:discovery Software Inc. Refer to
Appendix K: Support for contact information.

Use this option to start public search for a selected directory. You must select
the directory name only in the Navigation Pane for this option to be active.
See Appendix D for more information on the setup and use of public search.
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Reclassify and Sweep Words

Words to Exclude from Word
Search

Image Conversion

Create New Directory

Delete a Directory

Autosave

User Security

System Options

Fiscal Year Summary Report

Catalog Comparison

Global Record Count
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Use this option to start the Reclassify and Sweep functions. These functions
keep the program’s word search index up to date. You will use this function
only if you have detected a problem with Word Search results. For more
information on Reclassify and Sweep, and to see the list of excluded terms, see
Chapter 9, Tools, Section 1.

Use this option to define the list of words that searches should ignore, such as
A, AN, AND, THE, THESE, etc. Searches are more efficient when they
ignore commonly occurring words. You can also remove a word from the
exclusion list, if you need searches to find that word. For more information on
excluding words from search, see Chapter 7, Section L.E.

Use this option to convert digital image files from one format to another. You
can also use it to change the size (resolution) of an image file. For more
information on image conversion, see Appendix G: Imaging and Multimedia.

Use this option to create a new data directory, such as a temporary cultural
resources catalog directory for volunteer data entry staff. You can create new
directories for cultural resources, natural history, archives, and item level
archives. For more information on creating a directory, see Chapter 9, Section
IVv.

Use this option to delete an existing data directory that you don’t need. When
you delete a directory, you delete all the catalog records and related data. The
records will no longer be available in ICMS. For more information on
deleting a directory, see Chapter 9, Section V.

Use this option to view records that have been saved in the temporary autosave
location due to a power outage or other unexpected system shutdown while
you were adding, copying or modifying a record. You can restore the records,
compare with existing records or clear them from autosave. See Chapter 9,
Section VIII, for more information on Autosave.

Use this option to create a User ID and set a password for each person who
needs to use ICMS. For more information on security rights, read Chapter 9,
Section VI.

Use this option to configure certain aspects of your ICMS system. For
example, you can tell the system which directories need to share data. You
can also tell the system where your digital image files are stored. For more
information on System Options, see Chapter 9, Section VII.

Use this option to run the fiscal year summary report. This report is the same
report run by the NPS National Catalog. It provides catalog record and
accession counts, catalog numbers and accession numbers used, missing or
duplicate catalog numbers, etc. See Chapter 5, Section I.C. for information on
the fiscal year summary report.

Use this option to compare catalog record data between two directories. See
Chapter 8, Section VI.

Use this option to obtain record, item count, quantity and discipline totals for
all directories in your system. See Chapter 5, Section I.C.
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ITIS Tables Update

Software Updates

8. What options appear under
Help on the menu bar?

System Help

About Re:discovery

D. Button Bar

1. What is the purpose of the
button bar across the top of
the screen?

2. How do I access the
functions on the button bar?

3. What do the icons on the
button bar mean?

ICMS User Manual (2009)

Use this option to apply updates to the Natural History taxonomy lexicon. See
Appendix E, Section E, for information on the ITIS lexicon.

Use this option to apply program updates that may be provided periodically.
See Chapter 9, Section X.

The Help menu includes options for accessing the on-line help system.

Use this option to access the on-line system help. The content of the system help
is the same as the Re:discovery User Manual.

This option includes information on contacting Re:discovery Software, Inc.

The button bar contains icons that represent some of the most frequently used
functions. It is located directly below the menu bar. The button bar provides
quick access to functions.

Note: A function works the same from either the menu bar or the button bar.

Hold your mouse pointer over the icon to see the name of the function. Single-
click an icon to use that function.

The following pages list the icons on the button bar, and explain their purpose.
The pages are designed to be pulled from this manual, copied, and posted near
your computer for easy reference.
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The Button Bar

@ Back Use this option to go back to a screen you viewed previously, such as another
module, directory, or associated module.

@ Forward Use this option to go forward to a screen you viewed previously, such as another
module, directory, or associated module. This option is only active after you have
used the Back option.

Navigation Use this option to close or open the Navigation Pane. The navigation pane is

Pane on the left side of the screen. It includes the Navigator “tree”, Field Help, and
Quick Actions. You can use the navigator to go to associated modules such as
Accessions, Exhibits, and Loans.

List Pane Use this option to close or open the List Pane. The list pane is above the

record pane. It shows the list of visible records in the current module.

& [mj

Record Pane

Use this option to close or open the Record Pane. The record pane shows the
data you are currently working with.

B Catalog Mumber | Sort

Use this option to organize your records. You can put your records in order by
Catalog Number, Location, Object Name, etc. The default sort is by catalog
number.

=

|,.

First Record

F6

Use this option to go to the first record in the visible data, in order by the
current Sort. If a filter or tag is active, this option will move to the first record
in the filter or tag. This button is inactive if you are on the first record.

|

k=

Previous
Record

F3

Use this option to go to the previous record in your visible data, in order by the
current Sort. The previous record is the record directly before the one
currently on the screen. If a filter or tag is active, Previous Record will move
to the previous record in that filter or tag. This button is inactive if you are on
the first record.

(¥

Next Record

F4

Use this option to go to the next record in your visible data, in order by the
current Sort. The next record is the record directly after the one currently on
the screen. If a filter or tag is active, Next Record will move to the next record
in the filter or tag. This button is inactive if you are on the last record.

EJ

Last Record

F7

Use this option to go to the last record in the visible data, in order by the
current Sort. If a filter or tag is active, Last Record will move to the last
record in the filter or tag. This button is inactive if you are on the last record.

fiewt

b,

Get

F8

Use this option to get a specific record, in order by the current Sort. For
example, if the records are sorted by catalog number, Get will prompt you to
enter a catalog number.

Find Record

Ctrl-F

Use this option to find the next occurrence of a specific word or character
string in the List Pane. You can search forward or backward in the list. You
can search within only one field, or within all fields in the List Pane.

o P Quick Search

Use this option to enter the word(s) you are looking for in the Quick Search
box, then press Enter or click the blue arrow to perform the search.

Advanced
Search

Alt-8

Use this option to perform complex searches for words and phrases that occur
anywhere in your collection records. Advanced Search is one of the most
powerful features of the program. It is often the quickest and easiest option for
finding records. You can:

e perform Boolean searches using AND, OR, and NOT conditions
e search the current directory, all directories and modules, or specify
directories and modules you want the system to search

For detailed information on using Advanced Search, see Chapter 7, Finding
and Grouping Records.

=@

Advanced
Filter

Use this option to limit the visible data to records that match specific field
values that you define. You can save a filter for later use. You can select
fields to include in the list view and select the fields to sort by when using the
filter. For more information on Advanced Filter, see Chapter 7, Finding and
Grouping Records.

System Basics
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.% Deactivate Use this option to deactivate an active filter. Your visible data will no longer
Filter be limited to records that match the filter.
E Activate a Use this option to select an existing tag set, and activate it. Only the records in
Tag Set the tag set will be visible.
-“E Deactivate Use this option to deactivate an active tag set. Your visible data will no longer
- Tag Set be limited to records in the tag set.
=5 Add New F9 Use this option to create a new record. Add creates a new blank record and
Record places you in Add Mode. In the Collections module, the last acronym that was
used for the catalog and accession number will appear on the record. After
you save the new record, the program returns to View Mode. For more
information on adding or modifying catalog records, see Chapter 2,
Cataloging.
[ Modify This F10 Use this option to modify the contents of the record currently on the screen.
= Record You may change previously entered data or enter new information. This
option places you in Modify Mode.
IB Copy This This option allows you to make an exact copy of the record currently displayed
Record on the screen and then to edit the new record. You cannot save the copy
unless you change the catalog number. This option places you in Copy Mode,
so that you can modify the catalog number and any other fields.
i} Refresh Use this option to refresh the screen if other users have modified the record
s since you began to view it.
ﬂ Quick Report Use this option to use the Quick Report feature to easily create and run reports
on your data. For more information on creating quick reports, read Chapter 5,
Printing and Reports.
_”I Re:discovery Use this option to run all the required DOI, Bureau, and NPS forms and to
Reports create new report formats using the FoxPro Report Designer. For more
information on running existing reports and creating quick reports, read
Chapter 5, Printing and Reports.
= Full View Use this option to open the Full View window. Full View lets you see all the
- data in all the fields for a record, in one window. You can print the contents of
the window, or save it as a file. See Chapter 5, Printing and Reports.
j Print Preview Use this option to preview what will print with the Print List option.
ﬁ Print List Use this option to print the list of visible data. The fields and records included
in the printout will match those in the List Pane. See Chapter 5, Printing and
Reports.
k3 Lexicon Use this option to view and edit the hierarchy of established terms in the
e lexicons included with ICMS. You can also create unit lexicons for your own
use. For more information on lexicons and how to use them, read Appendix E:
Lexicons.
@ System Help F1 Use this option to access the on-line system help. The content of the system help
is the same as the Re:discovery User Manual.
'E% View Archives module only. Use this option to open the Hierarchical Browse
Hierarchical window. The window displays Collection, Series, File Unit, and Item level
Browse records in a color-coded hierarchy. The window can remain open while you
work with records. See Appendix F, Archives Module for more information.
= Use Archives module only. Use this option to activate/deactivate the use of
Hierarchical hierarchical ranges. When active, this option limits the visible data to the
Ranges records within the same range as the current Collection, Series, or File Unit.

When inactive, all records are visible. See Appendix F, Archives Module for
more information.

Create MARC
record(s)

Archives module only. Use this option to create a MARC record from the
current data on the Collection record. Only available on the Collection level
record. See Appendix F, Archives Module for more information.

ICMS User Manual (2009)
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E. Function Keys

1. Can | use Function keys as

Yes. The table below lists the function keys available in Re:discovery. In

shortcut keys? addition, you can make your own shortcut keys using the macro function.
F1 System Help @ Access the on-line system help. The content of the system help is the same as the
Re:discovery User Manual.
F2 Save Record Q Save the record you are currently editing in Add, Modify, or Copy mode.
F3 Previous [L @ | Go to the previous record in your visible data, in order by the current Sort. If a
Record == | filter or tag is active, Previous Record will move to the previous record in that
filter or tag.
F4 Next Record 31 | Go to the next record in your visible data, in order by the current Sort. If a
== | filter or tag is active, Next Record will move to the next record in the filter or
tag.
F5 Browse In Add, Modify, or Copy modes, browse and select a term from an authority
Authority Table table.
F6 First Record L& | Go to the first record in the visible data, in order by the current Sort. If a filter
— | ortag is active, this option will move to the first record in the filter or tag.
F7 Last Record [ 2l | Go to the last record in the visible data, in order by the current Sort. If a filter
| ortag is active, Last Record will move to the last record in the filter or tag.
F8 Get Y4, | Get a specific record, in order by the current Sort. For example, if the records
~ | are sorted by catalog number, Get will prompt you to enter a catalog number.
F9 Add New [E | Create a new record. Add creates a new blank record and places you in Add
Record == | Mode. After you save the new record, the program returns to Menu Mode.
F10 Modify This 79 | Modify the contents of the record currently on the screen. You may change
Record = previously entered data or enter new information. This option places you in
Modify Mode.
F11 Field List Open the list of fields in Advanced Search to select a field to limit the search.
Play the active Macro in edit modes.
F12 Expand Field Open the field in a larger window, so you can see all the text. Use for any
memo, formatted memo, repeating formatted memo, or stacked table field.
Alt-8 Advanced 34 Perform complex searches for words and phrases that occur anywhere in your
Search collection records. Advanced Search is one of the most powerful features of
the program. It is often the quickest and easiest option for finding records.
Alt-F4 Exit 4 | ExitICMS.
Ctrl-A Select All Select all the text in a field, so that you can cut or copy it.
Ctr-C Copy = | Copy the selected text, so you can paste it in another location.
Ctrl-F Find Record =l | Find the next occurrence of a specific word or character string in the List Pane.
Ctrl-N Next Page Go to the next page of a multi-page catalog record.
Ctrl-R Previous Page Go to the previous page of a multi-page catalog record.
Ctrl-V Paste _ng Paste the text you’ve copied to the Windows clipboard. Note: You must be in
Add, Modify, or Copy mode to add text to a record.
Ctrl-X Cut %ln Cut the selected text from a record. Note: You must be in Add, Modify, or
Copy mode to remove text from a record.
Ctrl-Z Undo Undo the last word you typed in a record.
Ctrl-Insert | Character Map Open the Windows Character Map to insert special characters in your data.
Ctrl-F5 Edit Authority Open a user-built authority table to add new terms or edit existing terms.
Table
Ctrl-Del Delete Term Delete a term from a field controlled by an authority table.
Shift-F10 | Right-click Open the right-click menu for a field when in Add, Modify or Copy mode.
Menu
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Modes of Operation

Browse Mode

View Mode

Modify Mode

Add Mode

Copy Mode

. Visible Data

What is “visible data”?

Aren't all my data visible?

How do | create subsets of
data?

Why is it important to be
aware of visible data?

ICMS User Manual (2009)

ICMS has five different modes of operation. The current mode appears on the
status bar in the lower right corner of the screen.

Browse Mode is active when you are using the Home Page or Navigator to
select the directory or module where you want to work. The system will
remain in Browse Mode until you select a data set to work with.

View Mode is active when you view a data record. It is the default mode. In
View Mode, you can select and view records, and run reports. You cannot
change or add data.

Modify Mode is active when you are modifying an existing record. When you
modify a record, a separate window opens and the status bar will say Modify
Mode. All the fields on the screen are active and the data can be edited.

Add Mode is active when you are adding new records. When you add a new
record, a separate window opens and the status bar will say Add Mode. In
Add Mode the screens contain empty fields. All the fields on the screen are
active so that you can add data.

Copy Mode is active when you copy the current record to create a new record.
When you copy a new record, a separate window opens and the status bar will
say Copy Mode. In Copy Mode the screens contain the same data as the
record you copied. You must change at least the Catalog Number in order to
save the record.

The active data in ICMS are called visible data. Visible data are the data that
the program sees and acts upon on commands from the user. Visible data
include all the records in an active tag or filter, and all the records that you can
scroll through in the List Pane.

No. Visible data can be the entire database or a subset of data that you have
selected. Frequently, you will want to work with subsets of your data. For
example, you may want to work with only the biology records or the books in
the collection.

You can create a data subset by using the search, filter or tag functions. These
functions are explained in depth in Chapter 7, Finding and Grouping Records.

When running reports or updating groups of records, you need to be aware of
the currently visible data. You can print reports that include the current
record, or all visible records. You can update the current record, or all visible
records. Here's how the process works:

e you create a subset of data, for example, the records for a group of objects
on exhibit

e you use the Mass Supplemental Update command to change the data, for
example, the Object Status, Status Date, and Location fields
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5. How do | know what data
are visible?

H. Right-click Menus

1. What are right-click menus?

2. How do I get to the right-
click menus?

3. Why are some options on
the right-click menu grayed
out?

4. What are the right-click
menu options for fields?

*Zoom

System Basics

e the program will only make the change on the data that are visible to the
program, that is, the records for the objects on exhibit

e the change does not affect the other records in the database

The status bar at the bottom of the screen tells you the visible data. It tells you
whether a "filter" or "tag" is active. Filters and tags limit the visible data. If
these words do not appear, all the records are visible.

Right-click menus are short lists of common or frequently used functions
specific to a field or list item. They show the name of the function as well as
the shortcut key for that function if available. The majority of these functions
can also be found in the menus on the Menu Bar.

Using the mouse, position the mouse pointer in a field, over an item in the list
or navigator, or over an image, then click using the right button on the mouse.

Many of the options depend on the mode you are in or what is selected. For
example, the spell check options are only available when your are in add,
modify or copy mode. The copy option is only available if you have text
highlighted.

There are two right-click menus associated with data entry fields in every
module and associated module. The menu you see is determined by the field

type.

The right-click menu for memo, straight entry, formatted memo, repeating
formatted memo, date and numeric fields looks like this:

Zoom Fi2
Browse Lexicon F5
Check Speling

Check Speling for all Fields

Send email

Properties
 cu Chrly
23 Copy Chri+C
_"\j Paste Chrl+y

Copy/Append

Copy Filename - Browse
Paste from Last Record
Launch OCR Software

Extended Character Sek Chrl+Insert

Note: Options marked with ‘*’ are only available on the right-click menu or
by using the shortcut key associated with that option.

Expands the current field to view more text, subfields or further data entry
windows.
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Browse Lexicon

Check Spelling

Check Spelling for All Fields

*Launch to Windows

Send email
*Properties

Cut

Copy

Paste

Copy/Append

*Copy Filename — Browse

*Paste from Last Record

ICMS User Manual (2009)

Available only on memo fields. Opens the lexicon window where you can
search for and view the hierarchy of terms in the A4T, Revised Nomenclature,
HCO and unit lexicons. For more information on how to use the Lexicon, see
Appendix E.

Checks the spelling for the current field. You must be in add, modify or copy
mode.

Checks the spelling for all fields in the current record. You must be in add,
modify or copy mode.

If you have a file path in the selected field, you can use this option to start the
program that created the file and view the contents of that file. This is very
useful if you have reports from conservators or researchers about the object
but do not want to copy the entire contents of the report into the catalog
record. Use the Copy Filename — Browse function described below to copy
external file paths.

Note: The file path must be the only text in the field.
Starts your email application.
Displays the field properties for the current field.

Use this function to delete highlighted text in the field. You must have text
highlighted and be in add, modify or copy mode to use this function.

Use this option to copy the selected text, so you can paste it in another
location. Copied text is held in the Windows “clipboard”. You can paste the
text into a Word document, email, etc.

Use this option to paste text from the clipboard to the current field. You must
have copied text to your computer’s clipboard first and be in add, modify or
copy mode to use this option.

Use this option to copy selected text from more than one field. After
selecting and copying one piece of text, select another piece of text and use
Copy/Append. Both pieces of text are held in the Windows clipboard,
waiting for you to paste them.

Use this option to open a Windows dialog box to select an external file that
you want to paste a reference to in the ICMS field. This will copy the file
path to the clipboard. You can then use the paste option to insert the file path
in the selected field. You must be in add, modify or copy mode to paste the
file path.

Example: c:\reports\consreport.doc

This option will paste the contents from the same field of the previous record
you were viewing into the same field of the current record. You must be in
add or modify to use this option.
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*Launch OCR Software This option starts your Optical Character Recognition Software. OCR
software scans documents and converts them to editable electronic file
formats. See Appendix B, Installation and Setup for information on
connecting to OCR software.

*Extended Character Set Use this option to paste accented characters or symbols not available on the
keyboard in the text.

B Character Map Q‘Elgl

Faont: | O arial i
BRI r R R D Alof12]3]4]~
SIBITI8(9] . |=|=|=|?|@A|B|C|D|E|F|GH
[ I KL [M[N[O|P|QIR| S| T{UIVAX|Y|Z] [ |\
A [alb|e|dlel flalh]i|]|k|I|mln]o]|p
gir|s|t{ulywx|yiz{4{] ]|}~ A IR
:§'a«—._®_oi23 Uﬂ' 4
ol w (vl o, | Al A|AA|AAlE CIEIEIE|E| T]T
I e R RGN NN ENEEREE
ala %ééééiiTl’éﬁOééé
0| - | b v b v | A 8| A 5] Ala]C[ ¢[C ¢] o

Characters to copy : |a§ [ Select | Copy

[ Advanced view

LI+00EE: Latin Small Letter Ae Keystroke: Alt+0230

e In the Character Map window, select a Font if necessary and then click
on a character in the grid.

e  Click Select to paste the character in the Characters to copy field. You
can choose more than one character by clicking on a different character
and then click Select again. Both characters will be copied.

e  Click Copy to paste the selected characters on the Windows clipboard.

e You can leave the Character Map window open if desired so that you can
use other characters, or click the X to close the Character Map window.

e In the catalog record field, press <Ctrl><V> to paste the character in the
field. Or right-click and choose paste on the right-click menu. The
character will be pasted in the location of the cursor.

For single authority table and stacked authority table fields, the right-click
menu looks like this:

Zoam Fi2

Browse Autharity Table Chrl+FS

Check Spelling for All Fields

Send emal

Properties
By copy Chrl+C
[ Paste Clrl+y

Copy/Append

Copy Filename - Browse
Paste from Last Recard
Launch QCR Software

Extended Character Set Chrl+Insert

There is one difference in this menu, Browse Lexicon is replaced by:
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*Browse Authority Table

5. What are the options on the
right-click menu for Images?

Film Strip

Thumbnails

Slide Show

Import Image Files

Import Image Folder

Copy Image(s) To

Delete Selected Image(s)

Zoom Image

ICMS User Manual (2009)

Opens the authority table associated with the selected field so that you can
view, add, delete or modify terms in the table. To add, delete or modify terms
in the table, you must have the appropriate security rights.

On the Images page of a record (available in collections, archives and some
associated modules), you can right-click on any image and see the following
right-click menu.

28| Fim strip

28] Thumnbnails

| Shide Show

o Import Image Files

1 Impoart Image Folder

o Copy Image(s) To
x Delete Selected Image(s)

+

#°  Zoom Image
Prink Using Eest Fit
Prink Actual Size
Prink Contack Sheet

@ Image Properties

This option changes the Images layout to the Film Strip style which shows the
thumbnails in a column on the left and a single enlarged image on the right.

This option changes the Images layout to show only the thumbnails of images
attached to the catalog record.

This option changes the Images layout to show only a single enlarged image.
Use the forward and back arrows on the button bar in the Images page to view
additional images attached to the record.

This option opens an Open window for you to select image file(s) to attach to
the current record. See Appendix G: Imaging and Multimedia for further
information on attaching images.

This option opens a Browse for Folder navigation window for you to select a
folder of images to attach to the current record. This will attach all image
files inside the selected folder to the current record.

This option opens a Browse for Folder navigation window for you to select a
folder to copy the selected image(s). This makes a copy of the image file(s)
and pastes them in the selected folder. You can select multiple images to
copy at the same time by holding the <Ctrl> key and clicking on each image.

This option deletes the selected image(s) from the current record. To select
more than one image at a time, hold the <Ctrl> key and click on multiple
images.

This option opens the Picture Zoomer window to allow you to view the full
image and zoom in or out.
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Print Using Best Fit

Print Actual Size

Print Contact Sheet

Image Properties

6. What are the options on the
right-click menu for a row in
the List Pane?

System Basics

This option prints the selected image sizing it to fit on the page. A Preview
window opens allowing you to view the page before printing.

This option prints the image using its true size. A Preview window opens
allowing you to view the page before printing.

This option prints all the thumbnails for a record on one or more pages
depending on how many images are attached to the record. Multiple
thumbnails are printed on each page. A Preview window opens allowing you
to view the page(s) before printing.

This option opens the Picture Properties window showing the title,
description and file information (resolution, size, location, etc.) for the
selected image. It also shows you the Exchangeable Image File Format (Exif)
information if available (e.g., camera used to create the image, settings, etc.).

When you right-click on a row in the List Pane, you will see this right-click
menu for collections and associated modules. All of these options are
available on the button bar and menu bar.

Refresh

Find Record CHrl+F

&Il 8

Get Fg

Update My List Wigws

Copy This Recard
Add Mew Recard Fa
Modify This Record F10

Advanced Filker

L DE B

Deactivate Filker

Add Selected Item(s) to Tag Set

Add all Wisible ta Tag Set

Remave Selected Ikemis) from Tag Set

Activate a Tag Set

L]

Deactivate Tag Set
See Section C above for information on how these options work.

In the Archives module, the right-click menu in the List Pane for Collections,
Series, File Unit and Item records has 2 additional options related to archives:

Advanced Filter

E Refresh

= Find Record i

8, et F&
—_—) % Wigws Hierarchical Browse

Update My List Wigws

B Copy This Record

E Add Mew Record F2

& odify This Record Fi0

*

£

Deactivate Fiker

Add Selected Itemis) to Tag Set

Add All visible to Tag Set

Remove Selected Them(s) from Tag Set
ﬁ Activate a Tag Set

=E Deactivate Tag Set

— :E Use Hierarchical Ranges
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7. What are the options on the
right-click menu for a record
in the Supplemental list?

Edit Row

Delete Row

View Row

8. What are the options on the
right-click menu for the
column headers in the List
Pane, Supplemental list and
archives sub-records list?

*Sort Ascending

*Sort Descending

ICMS User Manual (2009)

For information on how to use the View Hierarchical Browse and Use
Hierarchical Ranges options, see Section J below and Appendix F. These
options are also available on the button bar and menu bar.

On the Supplemental Information page of the catalog or archive record, you
can right-click on a supplemental record in the list and see this right-click
menu. All of these options are also available on the Supplemental

Information page above the list.
EditRow |
I Delete Row

iew Row

This option opens the supplemental record in a new window in Modify mode.

This option deletes the supplemental record from the catalog record. Click
Yes to delete the supplemental record when prompted.

This option opens the supplemental record in a new window in View mode.

In the List Pane, Supplemental page and sub-records lists for archival records,
when you right-click on one of the column headers, you will see this right-
click menu.

4 || sort Ascending |
‘U Sort Descending

Clear Sorking

=, Group By This Colurmn
| Group By Box ‘

B4 Best Fit i

?h Clear Filter

Best Fit (all columns)

Note: Options marked with ‘*’ are only available on the right-click menu or
by using the shortcut key associated with that option.

Sorts the records in the List Pane or Supplemental list by the current column
in ascending order (smallest to largest or A to Z). An arrow appears in the
column header indicating the direction of the sort.

Note: You can also click on the column header to sort the list.

Sorts the records in the List Pane or Supplemental list by the current column
in descending order (largest to smallest or Z to A). An arrow appears in the
column header indicating the direction of the sort.

Note: By clicking on the column header again, you can reverse the sort order.
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*Clear Sorting

*Group By This Column
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Cancels the sort on the selected column. This option is available only on the

column that is currently used as the sort in the List Pane. When you clear the
sort on the column, the order reverts to the sort order indicated on the button

bar.

This option groups the records in the List Pane or Supplemental list by the
unique entries in the selected field.

Note: You can also drag the column header to the area above the list. This
area is called the Group By Box.

Notice that the column disappears from the List Pane or Supplemental list and
you will see the unique entries from that field preceded by a +. Each row also
indicates how many records are contained in that group. Click on a + to
expand a unique entry and see the individual records.

Collections - PARK - Cultural Resources - Catalog Records

Object, ObjectiMOM) +

Catalog #
i Object, Object{MOM): CHAIR (Count=3)
. i Object, Object{MOM): CHAIR, BALLROOM (Count=1)

. i Object, Object{MOM): CORDAGE (Count=1)
ect{MOM): DECK, CARD (Count=1})

. & Gbject, OhjectiMOM): DEFLECTOR {Count=1)

You can group by more than one field by selecting another column header
and dragging it to the Group By Box or right-clicking and choosing Group By
This Column. This gives you a secondary grouping inside the main grouping.
You can create as many sub groupings as you have column headers less one if
desired (you must leave at least one column in the List Pane).

Collections - PARK - Cultural Resources - Catalog Records

.
i b ject, Object{NOM) 4

Catalog # Artist/Maker
& Class 1@ ARCHEOLOGY (Count=150)
i Class 1: ETHNOLOGY {Count=571
& Object, Object{NOM): {Count=31)
i Object, Object{NOM
1) Basket (Co

FARK 5

PARK 398
i Object, Object(NOM): BOKE, FRAGMENT (Count=1)
i Object, Object(NOM): MANO (Count=1)
i Object, Object(NOM): POINT, PROJECTILE (Count=1) [~

If you right-click on a column header while it is in the Group By Box, you
will see a similar right-click menu with 3 additional options for expanding
and collapsing the groupings.
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*Full Expand

*Full Collapse

*UnGroup

*Group By Box

*Best Fit

*Clear Filter

*Best Fit (all columns)

9. What are the options on the
Hierarchical Browse View
right-click menu in the
archives module?

ICMS User Manual (2009)

B Full Collapse

% || sort Ascending
%1 sort Descending

=, Uniaroup
53| Group By Box

i Best Fit

4

Best Fit {all columns)

This option expands all entries in the List Pane or Supplemental list so you
can see all the records under each group without clicking the + in front of
each row.

This option collapses all groups back down to the main group.

This option removes the selected column header from the Group By Box and
returns it to the List Pane. The records are no longer group by this column.

This option opens and closes the area above the List Pane or Supplemental
list. If you do not see the Group By Box, right-click on a column header in
the list and select Group By Box.

This option sizes the selected column to the widest entry in that field.

Note: To adjust the width of any column manually, use the mouse to drag the
right edge of the column header to the left or right. You should notice the
mouse pointer turn to a right/left arrow when you hover over the edge of a
column header.

This option cancels any quick filter you may have set in the List Pane or
Supplemental list.

Note: This option does not cancel any built in filters or advanced filters you
may have set. It only cancels quick filters set using the column header pull
down list.

This options sizes all the columns in the List Pane or Supplemental list to
optimal widths so that all columns in the list are viewable.

In the Archives Hierarchical Browse window, you can right-click on any row
to see these right-click menu options:

“Wiews Record

Modify Record
E* Add Record to Same Parent »
E’ add sub-Recard 3
B Use Sub-Records b
EH Use Records at Current Level
G Refrash
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10. What are the options on the
Saved filter right-click
menu?

Apply filter

Apply filter, clear tag set
Apply filter, keep list view
Apply filter, clear tag set, keep
list view

Modify filter

Delete filter

11. What are the options on the
Tag Set right-click menu?

Activate tag set

Activate tag set, clear filter

System Basics

All of these options are available on the button bar and menus in the
hierarchical browse window. See Section J below and Appendix F: Archives
Module, for information on how to use these options.

In the Navigation Pane, you can right-click on a saved filter and see the
following filter options:

Apphy filker

Apply filter, clear kag set

Apply filter, keep list view

Apply filter, clear tag set, keep list view
Modiy filker

Delete filker

The options here allow you to set, modify and delete the selected filter. For
more information on creating and activating filters, see Chapter 7, Section II.

Sets the selected filter on the visible data. The List Pane fields may change to
fields specified in the filter.

Deactivates the current tag set and sets the selected filter.

Sets the selected filter and maintains the List Pane fields.

Deactivates the current tag set and sets the selected filter without changing the
fields in the List Pane.

Opens the Advanced Filter window with the selected filter properties
displayed for you to modify, activate and save.

Deletes the selected filter. Note: you cannot delete built-in filters.

If you right-click on My Filters or Shared Filters, you can refresh the filter list
or create a new filter.
Refresh

Create Mew Filker

In the Navigation Pane, you can right-click on a tag set and see the following
tag set options:

Activate tag set
Activate tag set, clear Filker
Madify tag set

Delete tag set

Activate the selected tag set.

If a filter is currently active, you can cancel the filter before activating the tag
set.
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Modify tag set

Delete tag set

12. What are the options on the
Quick Entry right-click
menu?

Modify Records with Quick Entry
View Records with Quick Entry

Modify Quick Entry Format

Delete Quick Entry Format

I. Catalog Record Screens

1. What are the names on the
tabs at the top of the catalog
record?

ICMS User Manual (2009)

Opens the Tag Set Manager window. Here you can change the properties of a
tag set such as the name or description.

Deletes the selected tag set.

In the Navigation Pane, you can right-click on a quick entry format and see
the following tag set options:

Modify Records with Quick Enkry
Wigw Records with Quick Entry
Madify Quick Entry Format

Delete CQuick Entry Format

Activates the Quick Entry format selected for you to modify records.
Activates the Quick Entry format in view mode.

Opens the Quick Entry Manager window where you can update the format
such as change or add columns.

Deletes the selected quick entry format.

If you right-click on Shared Quick Entry Format or My Quick Entry Format
you can refresh the quick entry list or create a new quick entry format.

Refrash

Create Mew Quick Entry Format

The tab names tell you what part of the record you are looking at. There are
three parts to a record: Object Information, Supplemental Information, and
Images.

Object Information is divided into five categories:

e Cultural Resources categories are: Registration, Catalog, Provenience/
Manufacture, discipline, and Unit

e Natural History categories are: Registration, Catalog, Collection Site,
discipline, and Unit
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2. Why are some of the tabs
inactive?

3. How do | move between
pages within a catalog
record?

4. How do | move through the

fields in the catalog record?

5. What is the difference
between the DOI and NPS
catalog screens?

System Basics

0 PARK - Cultural Resources - Catalog Records - PARK 3
fle Edit View Record Took Help

EEX

{ Collections - PARK - Cultural - Catalog Records

ok el ||| oeck caro ] PARK 3 1/1/1988
Desciption |{ | Object Information | Supplemental Information | Images | Multimedia

Memo field (F12 to expand, or

RgHE ik st o0 The Registration | Catalog | Prov/Manf | History Unit

program wil enter ot —
Provided” if you do not I CtiProp |y |
| complete this fiekd. | =

bt HISTORY | Cless 2 |RECREATIONAL ARTIFACTS =
Enter a description of the I — ——
object. The description should | chssa GAME [ i ol
provide enough information to B Ghccvon - =
lidentify the object from others ecy NOK) DECK, CARD =]
Do not use unauthorized Key Descript =
abbreviations or codes. -
Alternate Name =

| For archivaljmanuscript —
collections, use mixed case to Catalog # PARK 3 Component Part  Acgession® PARK - 00892

enter informaton about the )

contents, nature, and extent Location EXHIBIT 2 -
of the collection. Note physical

ey || object stotus EXHIBIT O  StetusDat= 2002

reports, photographs, sound W8 | 1iem count 1 Quentty g Storage Unit  |ga g

Print Help

Description One full deck of patriotic playing cards manufactured by American Card Company,

14 Chmbers St. 815 Williams 5t., New York. Deck entitled "Union Playing Cards, utiizing b
“Eagles, shields, stars and flags™. Colonel in place of King-Goddess of Liberty for Queen,

and Major for Jack. Only proven type of Civil War deck, rare. Used by Assistant Surgeon

Platte Brush of 104 Pennsylvania Vol. Infantry. Served April 1853 to August 1865 at

Morris Island, 5.C.

| Added by RPM on 1/1/1968 12:00:00 AM  Updated by RED on 6/25/2002 12:00:00 AM

Save and Close  Save (Cancel

Ready l | Modify Mode

Note: Archives records (see Section J below) and associated module records
look different and have different parts than Collections Module catalog
records. Refer to Chapter 4, Associated Modules, and Appendix F: Archives
Module, to learn about those types of records.

Entries in the Class 1 field (Class 4 field for archives) determine the active tab
and the fields on the discipline-specific screen. There are four discipline
screens in the Cultural Resources Module: Archeology, History, Ethnology
and Archival/Manuscript Collections. There are three discipline screens in the
Natural History Module: Biology, Geology and Paleontology. For specific
field by field help for cataloging objects using the discipline-specific screens,
read Chapter 2, Cataloging.

To move from page to page:
e press the Ctrl-N (Next Page) and Ctrl-R (Previous Page) keys, or

e goto View on the menu bar and choose Next Page or Previous Page from
the pull-down menu

Press the Tab key to move from one field to the next. Shift-Tab will take you
back one field. You can also move the mouse pointer to the field and single-
click.

The only difference between DOI and NPS catalog screens is the Catalog #
and the Accession # fields. The DOI catalog and accession number fields are
unformatted. They allow any numbering format in use by the various bureaus.
The NPS catalog and accession number fields use a strict 3-part format.

Any DOI bureau except NPS may use the DOI format. All NPS records
should be entered using the 3-part NPS format.
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6. What is the difference

between the "Save”, “Save
and Close” and “Save and
Add Another” links?

What are the User fields on
the Unit tab?

How do I create a unit-
specific field from a User
field?

Archive Record Screens

When do | use the Archives
Module?

What are archival levels?

ICMS User Manual (2009)

Use these links to save your work when you are in Add, Modify, or Copy
modes. These links do not appear on the screen in View mode.

To save the record but leave the record window open, click the Save link, or press
the Tab key until Save is highlighted and press the Enter key. If you have not
completed all the mandatory fields you will be prompted to save the record as a
DRAFT RECORD. You will now be in View mode on the record.

To save the record and close the edit window, click on the Save and Close
link, or press the Tab key until Save and Close is highlighted, and press the
Enter key. If you have not completed all the mandatory fields you will be
prompted to save the record as a DRAFT RECORD. The edit window will
close.

In Add mode only, click the Save and Add Another link to save the current
record, and add another record. A new Add Mode window will open.

Note: You can enter data and move to the next screen without saving until you
have completed the record.

ICMS contains several User fields that allow you to enter unit-specific data.
The Unit page of the catalog record contains 10 User fields. Most of the
associated modules also contain User fields on the Extended Information page.

You must have System Administrator security rights to change a User field.
Refer to Chapter 9, Section VI for information on security rights.

To create a unit-specific field from a User field:

e Right-click the field and choose Properties from the pop-up menu. The
Field Properties window opens.

e Enter a new label for the field, and select a field type from the pull-down.
See Section K below for information on field types.

e  Click the Save and Close link to save your changes.

Use the Archives Module to catalog and manage hierarchically organized
archive or manuscript collections.

The 4-level archives directory has four hierarchically related levels:
Collection, Series, File Unit and Item.

e The Collection level is the broadest level of description. Collections may
be further described in related sub-records such as Series, File Unit and
Item records. Collection level records may be transferred from the
Cultural Resources module (see Chapter 2, II. Cataloging
Archival/Manuscript Collections).

e The Series level allows for specific sub-divisions of a collection, usually

by subject. It may be further described in File Unit and Item records
related to each series.
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e The File Unit level describes the contents of a box, folder or other
container housing archival documents. Each File Unit record may be
described in individual Item records.

e  The Item level is used to describe individual documents within a
collection, such as a single letter or photograph.

Note: It is not necessary to enter records at every level. For example, a series
may only have item records without any intermediate file unit records.

3. How do I view records at To view all records at a specific level:
each archival level?
e Inthe Navigation Pane, select the archival level in the navigation tree
directly under the archives directory, or

e  On the Archives directory page, double-click the archival level under
Collections.

& Re:discovery for the LL.5. Department of the Interior: ICMS
Fle Edit Vew Record ook Help

Navigation Pane 4 Archives - PARK - Archives (4-level)
Navigator E &\ PARK - Archives (4-level)
Home Page -
4t 2 =1 Collections
edRer System = =
-l Collection
L+ Global Search Results ﬁ_‘.'a:l _———

[i3Re: Management Reports : .
! p -5 File Unit
- Re: Collections

? 5 o '] Itemn

o Re: Archives

Q[% Management

HAhiPARK - Archives (4-level) @ Restricti
rictions

il Collection N
Q;_':;'J Series e Names
d@ File Unit i Artist/Maker/Eminent Figure
ile Uni T

k Bl 24 Names and Addresses

| em "

icti ~4gd Custom

) Restrictions ugT :
) ; : : -3 ools
3 Artist/Maker/Eminent Fi... : B Feld P -
e 1€l roperties

VELY d Add
gﬁﬁ amesan resses 143 public Search Confinnratinon

These will load all records for the level you choose.

4. What are the names on the The tab names tell you what part of the record you are looking at. There are 3
tabs at the top of the main parts to an individual archive record: Main Information (Collection,
archives record? Series, File Unit or Item); Supplemental Information; and Images.

The first tab is labeled according to the archival level you are viewing and is
divided into 3 categories:

e  (Collection, Series, File Unit, or Item Information
e Extended Information

e MARC Information (Collection records only)
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5. What is the MARC
Information tab?

6. How do | move between
pages within an archive
record?

7. What is the Hierarchical
Parents tab?

8. What are the Sub-Records
tabs?

ICMS User Manual (2009)

T PARK - Archives - Collection - [ (=63
Fie Edt View Record Tooks Help

H2»EEEX B 0d0lGeo@zie &9

Navigation Pane 1 Archives - PARK - Archives - Callection
Freld Help | Archive Number:
A Nnber Colection Infarmation | Supplemental Information | Images | Hierarchical Parents | Series sub-Records | Fils Unit sub-Records | Ttem Sub-Records
Straicht entry field. -

{carries over From collections
management moduie)

Callection Information | Extended Information | MARC Information

Collection hbr Location

Requires entries with 2
standard format for Collection Cataiog # PARK depzssion & PARK - 00000
levelrecords and

i Collection Title Adal Acc#
Sub-collection level records, -
Accepts letters or numbers in | inel, Dates
any combination, without
spaces, punctuation of other | Bulk pates
symbols. A period {.) defines . i
sUb-collection records. Extent =|| Restrictions No
Examples: e H I
Collection: 100 e =
sub-eollsction: 100,01 Lreals El
Jssign a rumber to the Serele =l
collection. You may choose orgn/aran =
Print Help 2]
Provenance =
ienguage =l
Find Aids =
Assoc Mat! =
hiotes =
Proc By =1
Create MARC Record Get Fram Collections Manzgement

Added by RED on 6/13/2005 2:34:47 FM  pdated by RED on 6/13/2006 £:54:47 #M

Save and Close  Save and Add Another  Save  Cancel

[ Ready || Add Mode

The MARC Information tab is available only for Collection level records. It
shows the MARC record that can be created from the archive record. A
MARC record is a “MAchine-Readable Cataloging” record used by library
systems. See Appendix F: Archives Module for further information about
MARC records. MARC Information is optional.

To move from page to page:
e click the tabs, or
e press the Ctrl-N (Next Page) and Ctrl-R (Previous Page) keys, or

e go to View on the menu bar and choose Next Page or Previous Page from
the pull-down menu

Hierarchical Parents shows the records that are related to the current record at
the levels above. For example, to view the Series and/or Collection records
that the Item belongs to, go to the Hierarchical Parents page. Click on one of
the parent links to go to that record. Collection level records have no
Hierarchical Parents unless it is a subcollection.

The Series, File Unit and Item Sub-Records tabs show the related records that
describe the current record in more detail. For example, to view the list of
series records for a particular collection, select the Series Sub-Records tab
from the Collection record.
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9. What is the “Use These
Records” option on the sub-

records tabs?

10. Why are some of the sub-
records tabs missing from
the Series, File Unit and Item

records?

System Basics

T PARK - Archives - Collection - 3003 EEx
Edit Wiew Record Tools Hep

M RREXEULEE EEEE A S

Navigation Pane Archives - PARK - Archives - Collection
Field Help Archive Number: 3003
Collection Information | Supplemental Information | Images | Herarchical Parents | Series Sub-Records | Flle Unit Sub-Records | Ttem Sub-Records

| collection hurmber

o eyt s | [Load al sub-records i Use These Records  Refresh View Add Edi Delet
management modl

i S——— | Collcton e | series by | Geries Title |

| standard Format For Collection 3003

| level records and 3003 02 SERIES 11: ACCOUNTING RECORDS

| Sub-collection level records.
| Accepts letters or numbers in 3003 03 SERIES 1L ARCHITECTURAL PLANS AND DRA. ..

any combansten, Wihok 3003 04 SERIES I¥: LIVESTOCK RECORDS
| spaces, punctustion or other
| ymbols. A pericd (.} defines 005 oS SERIES ¥: MRS, Lancer's NOTEBOOKS
| sub-collection records. a0z 006 SERIES ¥I: BRAMAN SCRAPBOCKS
3003 007 SERTES VII: EPHEMERA, MEMORABILIA, AND ...
100 300 008 SERIES YIIL PHOTOGRAPHS
| Sub-collection; 100,01
3003 008.001 SUBSERIES &: PRINTS
Il ASHSH;H anumber ko lh’? 3003 008.002 SUBSERIES B: NEGATIVES
| collection, You may choase :
Print Hel 3003 008.003 SUBSERIES C: IMDEX CARDS
3003 002,003,002.001 SUB-SUB-SUBSERIES &: INCOMING CORRESPO...
3003 002,003,002,002 SLUB-SUB-SUBSERIES b OLITGOING CORRESP...
003 002,001 SUBSERIES A: ACCOUNTS PAVABLE
3003 002,002 SUBSERIES B: RECEIFTS
20)
|
| Ready I || View Mode

“Use These Records” changes the level at which you are currently viewing to
the sub-record level and loads the listed sub-records into the List Pane and
Record Pane setting a hierarchical range for only these records. These
records will become your visible data.

For example, to use the Series level records of a Collection, choose the Series
Sub-Records tab and click Use These Records. These series records will be
loaded into the List Pane and Record Pane; the level will change to Series; and
a hierarchical range will be set for the Collection number you were viewing.

T Re:discovery for the LS. Department of the Interior: ICMS EX
Fle Edit View Record Tools Help

e EE A e I g rEY TEY oo E e d g Y
E-dﬁus—unxdrdm(“eveﬂ—seris |
Navigator 7y [
{2} Home Page %]
E3Re: System — Collection Nbr Series Nbr Series Title
uw Global Search Results » 3003 001 SERIES It TIME I?mI(_S
| (3 Re: Management Reports | 3003 002 SERIES 1I: ACCOUNTING RECORDS
(3 Re: Collections 3003 003 SERIES III: ARCHITECTURAL PLANS...QI
B Acchnea Archive Number:  3003/001 =
@4 PARK - Archives (4-level) ottt e £ 2 2 2
| @3 Collection Series Information | Supplemental Information | Images i File Unit Sub ds | Item Sub- d
i Y series ||| Main information | Extended Information
: File Unit -
am Collection Nbr Series Nbr L
i@ tem
: Location =
34 Restrictions Bl i —
! @@ Artist/Maker/Eminent... || Camlog# PARK |97 Accession#  PARK | - 00953
i @ Names and Addresses ||| Series Title Addl Acc® =
@4 PARK - Archives (Item) SERIES I: TIME BOOKS T e
3k USGS - Archives (4-level) 2 | =
LA __ P J _u| Buik Dates 1901-1940
Field Hel £ | -,
s i : = Extent [Count] 17 bourd velumes 5| Restrictions  No
Collection Number
| Straight entry field. o ||| History
o e e e e, Scope __Time and payroll ledgers, showing days worked and wages paid for employees at the Vanderbit Estate, on a
| for Coliection leve! records and
Or /A
| Sub-collection level records. Accepis i e sind =]
letters or numbers in any combination, || erovenance =
without spaces, punctuation or other )
symbols. A period (.) defines || Language
| sub-collection records.
Find Aids
| Examples |
| Colection: 100 Assoc Matl =
Sub-collection: 100,01 | rotes =
Assign a number to the collection. You v
may choose ts number localy. The || proe &v ==
| collection number links all the levels of a Added by MMB on 1/4/2002 12:00:00 AM  Updated by RED on 6/25/2002 12:00:00 AM
| collection and appears on the screen for &
Hierarchical Range: ([Callection Nor] ='3003) OR ([Collection Nb | | Ready View Mode 11 record(s)

Because of the hierarchical arrangement of the directory, each level will have
one fewer sub-level in which it can be divided. A Series record can be
described in more detail in File Unit and Item sub-records while a File Unit
record can only be further described in Item sub-records. An Item record is
the lowest level and has no sub-records. Use the Hierarchical Parents tab to
access the related records above the current level.

1:38 ICMS User Manual (2009)



11. What are hierarchical
ranges?

12. How can | view all the
archive records in a
hierarchical list?
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Hierarchical ranges limit the visible data to a specific collection, series, or file
unit. Each archive record has a multi-part number beginning with the
Collection number to identify it as belonging to a specific collection, series
and/or file unit. For example, a hierarchical range set on the Item level might
be a filter for the Collection and Series number to which the group of Item
records belong.

The Hierarchical Range function is either active or inactive. You can activate
or deactivate it on each level separately. To turn it on or off, click the Use

Hierarchical Ranges button 4= on the button bar or go to Record on the menu
bar and uncheck Use Hierarchical Ranges. When active the Status Bar
displays “Hierarchical Range” in the lower left.

To view all levels of archive records arranged hierarchically:

=

° click the View Hierarchical Browse button on the button bar, or

o go to Record on the menu bar and choose View Hierarchical Browse.

2 Archives Hierarchical Brawse

” Wiew  Edit
u Bl- B] vewRecod B2 B~ Eo- @ O u
[Enter Group Mumber] |[Enker Series Mumber] [Enter File Unit Mumber] [Enter Biblio Mumber] | Find —

{LANGER ESTATE CO

SERIES I TIME BOOKS
Time Books, Part 1
Time Books, Part 2
1) ooz
u:u oz SERIES II: ACCOUNTING RECORDS
\:JJ noz.oot SUBSERIES A: ACCOLINTS PAYABLE y
&diy) 00z.001.01 SUE-SUBSERIES 1: Official Records e
{% 00z.001.02 SUB-SUBSERIES 2; Miscellany
- 002,002 SUBSERIES B: RECEIPTS
\,_ﬁ 002.003.002,001 SUB-SUB-SUBSERIES &: INCOMING CORRESPONDEMCE TEST ENTRY
% ‘_ﬁ 00z2.003.002,.002 SUB-SUB-SUBSERIES b: OUTGOING CORRESPONDENCE TEST ENTRY
-0 003 SERIES III: ARCHITECTURAL PLANS AND DRAWINGS
u:; 004 SERIES IV: LIVESTOCK RECORDS
\:J:I oS SERIES ¥ MRS, Lancet's NOTEBOOKS
) 006 SERIES ¥I: BRAMAN SCRAPEQOKS
w‘j no7 SERIES ¥II: EPHEMERA, MEMORABILLA, AND GENERAL RECORDS
iy oos SERIES WIIL PHOTOGRAPHS
&j;;ﬁ 00s.001 SUBSERIES A: PRIMTS
.:J = 001 Main House: Early Years
: 0z Main House: Later Years
. 1) oo1 Main House in Winter 2

Archive Number: 3003

To expand a level, click on the + symbol in front of it. Each sub-record is
indented below its immediate parent.

There are several features available from the hierarchical browse. These can
be accessed from the button bar or the right-click menu.

e  You can view and modify a single record from this list by double clicking
the record to open it, or right-click and select View Record or Modify

Record B on the pop-up menu. The record will open in a separate
window.
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You can add records from this list view. Right-click on a record and

choose to Add Record to Same Parent B¥ or Add Sub-Record E and
choose which level. A new record window will open and the record will
be added to the same collection at the level you chose.

You can load the sub-records of a record to the List Pane by right-clicking

and choosing Use Sub-Records Bl then the level to load. You can also
load the records at the same level by choosing Use Records at Current

Level Eﬂ A hierarchical range is set for that collection.
The Hierarchical browse window can remain open while you work in the

main screen so that you can toggle between the views. To toggle between
screens, press Alt-Tab.
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K. Field Types

1. What are the icons that
appear on each field?

The icons identify the field type. Different field types work in different ways
to help you enter data more efficiently and accurately. The table below
describes each of the field types.

Icon

Field Type

Description

(none)

Simple Text

This is a straight entry field of limited length. Some unedited fields only
accept numeric entries.

d

Numeric

Accepts only numbers. Some numeric fields are formatted to allow decimal
places. In Add, Copy, or Modify modes, press F4 or click the down arrow to
open a calculator.

Authority Table

As you type, the program will autofill the term from the user-built table. Press
F5 to select from the table. Note: If there are no entries in the table, you will
need to add terms before using these features. Press Ctrl-F5 or right-click and
choose Browse Authority Table to add to and edit the table. To choose an
entry from the table, highlight the entry and press Enter, or click Select. Press
Ctrl-Delete to remove data from the field.

Locked Authority
Table

As you type, the word will complete from an authority table of acceptable
terms. Press the F5 key to view and select terms from the table. No users can
edit the terms in a locked table. Press Ctrl-Delete to remove data from the
field.

Stacked Authority
Table

You can enter multiple terms. Begin typing or press F5 to select terms from
the table. Note: If there are no entries in the table, you will need to add terms
before using these features. Press Ctrl-F5 to edit the table. Press F12 to
expand the field and select more terms. Press Enter or the down arrow key, or
click Add, to select additional terms for this record. Click Save to save and
return to the main window. Multiple terms are separated by double dashes (--).
Press Ctrl-Delete to remove data from the field.

|

Standard Date

Enter only valid dates ina MMDDYYYY format, e.g., 01/23/2006. In Add,
Copy, or Modify modes, press F4 or click the calendar icon to open a calendar.

|&]

Flexible Date

Allows dates entered in various formats, such as 1910-1920, or ca. 1950. You
can enter the date or press F12 to open the flexible date entry screen. The
flexible date entry allows you to enter a beginning and ending date by century
or year, month, and day. It includes a user-built table of modifiers, for entries
such as "circa," and a choice of AD or BC. Use flexible dates when exact dates
are unclear. For more information on Flexible Date fields, refer to Section K,
question 4, below.

Memo

Enter an unlimited amount of text. Press F12 or right-click and select Zoom to
expand to a larger window. Press F5 to access the AAT from any memo field.

Formatted Memo

Begin typing, press F12 or right-click and select Zoom to expand the field.
Formatted memo fields can include up to sixteen subfields. Each of the
subfields can be of any field type. Press Tab to move through the subfields.
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Repeating
Formatted Memo

Begin typing, press F12 or right-click and select Zoom to expand the field.
Repeating formatted memo fields can include up to sixteen subfields in
repeating sets displayed in a grid. Each of the subfields can be of any field
type. Press Tab to move through the grid. Press Ctrl-Tab to exit the grid and
select Save and Close. With Save and Close highlighted, press enter to save
your changes or click Save and Close or Save. When saved, an underline
separates terms, and double bars || separate rows.

="
|:1]"'>

Lexicon

As you type, the word will complete from a lexicon authority table. Press the
F5 key to browse the lexicon and select a term from the list. Press Ctrl-Del to
remove data from the field.

e

Patron ID

Links to the Names and Addresses submodule. You can enter multiple terms.
Begin typing or press F5 to select from the Names and Addresses table. Note:
If there are no entries in the table, you will need to add names before using
these features. Press Ctrl-F5 to add to and edit the table. Press F12 to expand
the field and select more terms. Press Enter or the down arrow key, or click
Add, to select additional names for this record. Click Save to save and return
to the main window. Multiple terms are separated by double dashes (--). Click
the Record Link icon == to view the full Names and Addresses record. Press
Ctrl-Delete to remove data from the field.

Artist Name

Links to the Artist/Maker/Eminent Figure submodule. You can enter multiple
terms. Begin typing or press F5 to select from the Artist table. Note: If there
are no entries in the table, you will need to add names before using these
features. Press Ctrl-F5 to add to and edit the table. Press F12 to expand the
field and select more terms. Press Enter or the down arrow key, or click Add,
to select additional names for this record. Click Save to save and return to the
main window. Multiple terms are separated by double dashes (--). Click the
Record Link icon &= to view the full Artist record. Press Ctrl-Delete to
remove data from the field.

Exhibit ID

Links to the Exhibits submodule. As you type, the program will autofill the
entry from the Exhibits submodule. Press F5 to select from the table. Note: If
there are no entries in the table, you will need to add entries before using these
features. Press Ctrl-F5 or right-click and choose Browse Authority Table to
edit/add Exhibit records. To choose an entry from the table, highlight the entry
and press Enter, or click Select. Click the Record Link icon &8 to view the full
Exhibit record. Press Ctrl-Delete to remove data from the field.

Loans In ID

Links to the Loans In submodule. As you type, the program will autofill the
entry from the Loans In submodule. Press F5 to select from the table. Note:
If there are no entries in the table, you will need to add an entry before using
these features. Press Ctrl-F5 or right-click and choose Browse Authority Table
to edit/add Loans In records. To choose an entry from the table, highlight the
entry and press Enter, or click Select. Click the Record Link icon &= to view
the full Loans In record. Press Ctrl-Delete to remove data from the field.

Loans Out ID

Links to the Loans Out submodule. As you type, the program will autofill the
term from the Loans Out submodule. Press F5 to select from the table. Note:
If there are no entries in the table, you will need to add an entry before using
these features. Press Ctrl-F5 or right-click and choose Browse Authority Table
to edit/add Loans Out records. To choose an entry from the table, highlight the
entry and press Enter, or click Select. Click the Record Link icon &= to view
the full Loans Out record. Press Ctrl-Delete to remove data from the field.

System Basics

1:42 ICMS User Manual (2009)




2. What is the purpose of the
authority tables in the
program?

3. How do I add, edit, or delete
terms in an authority table?

4. What is a Flexible Date
field?

ICMS User Manual (2009)

Authority tables (also called pick lists or lookups) shorten data entry time.
Tables are alphabetized lists of acceptable terms for a field. When you start
typing, the program “autofills” the matching term from the table. You can
also press F5 to view and select terms from the table. Type the first letter of a
word to move through the table. To choose an entry from the table, highlight
the term and press the Enter key.

Tables also provide standardized terms for consistency, making your data
more accurate by reducing typographical errors. If you have the appropriate
security rights, you can add, modify, or delete terms in a user-built table. The
security function allows you to control the number of staff who can update
authority tables, so you can maintain consistent terms.

Locked authority tables provide consistent entries on a service-wide basis.
Locked authority tables are used for fields such as Object Status and
Condition that provide information on service-wide collections status.

Press Ctrl-F5 or right-click and choose Browse Authority Table to access the
table. Select a term in the list, then click the Add Term, Edit Term, or Delete
Term link for the action you want.

£ Browse Authority Table

Browse Authority Table
Authority: Material

Authorities | Update

Frint Add Termn Edit Terrn  Delete Term

Autharity Yalue
ALUMIMUM
BONE

CANYAS
ZERAMIC
CHARCOAL/PAPER)
CHERT

CLOTH
EMAMLED METAL
FERROUS METAL
FILM
FILM{PAPER.

R [Descric g Extended Descri. .. ___.n-l

% Browse Authority Table
Browse Authority Table

Authority: Material

Authorities | Update

Termn SANDSTONE

Description

Extended
Description

Save Change Cancel Change

Close

Enter the data you want to appear in the table on the Term field. Optionally,
include a Description of the term, and an Extended Description. Click the
Save Change link to save your change to the authority table.

Flexible Date is a field type that allows you to enter date information in a
variety of formats. Flexible date fields also allow you to enter partial dates,
such as a month and year.

The symbol for a flexible date field is E There are several flexible date
fields in the program. They include Manufacture Date, Collection Date, and
Identified By Date.
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5. Do I have to use the flexible ~ No. You can enter a valid date format directly into the field, such as
date format? 01/23/2006. Valid formats include 23JAN2006; Jan. 23, 2006; and Jan.
2006. Ifyou press F12 to expand the flexible date field, it will translate such
entries into the 1/23/2006 format. If the date you enter is in a valid format,
simply tab to the next field.

The program will not translate two-digit year entries to four-digit years. For
example, the entry 12/12/98 will not become 12/12/1998.

6. How do | use the Flexible Press F12 or click the B icon to open the Flexible Date Format window.
Date Format window?
OF i

) Century Format

Beginning Date

Modifier {optianal): [©]
Year (required): 0 Month {optional): 0 Day (optional): 0
Era {optional): %]
Ending Date
Maodifier {optional): %]
Year (required): 0 Month {optional}): 0 Day (optional): 0
Era {optional): [~]

Save and Close  Save Cancel

e Select either Year Format or Century Format

e  Complete the Beginning Date and (optional) Ending Date fields with the
date information you have available.

e  Click the Save and Close link to save your data and close the Flexible
Date Format window.

You can enter a Beginning Date, for example the earliest date when an object
was manufactured. You can also enter an optional Ending Date, for example
the last know date when an object was manufactured. Beginning Date and
Ending Date have the same set of fields. They are:
For Year Format:

e  Modifier, a user-built authority table
Year, a simple text field allowing only a 4-digit year
Month, a simple text field allowing only a 2-digit month
Day, a simple text field allowing only a 2-digit day
Era, a user-built authority table

For Century Format:
e Modifier, a user-built authority table
e Century, a user-built authority table
e  Era, a user-built authority table
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7. What fields allow me to use  You can use Spell Check for all memo fields within the catalog records and
Spell Check? the associated modules. Numeric fields, date fields, and fields controlled by
authority tables are not checked by Spell Check.

8. How do | activate Spell To activate Spell Check, select Spell Check from the Tools menu. The Spell
Check? Checker window opens.

EEISpellChecker

¥erify options and click "Spell Check’ to begin.

Dictionary to use: |English {United States) ud

Search:

Spell Check  Close

Results

9. How do | use Spell Check? First, select a Dictionary to use. The default dictionary is United Stated
English, but other dictionaries are available from the pull-down menu. Next:

e choose to check All Fields and click the Spell Check link, or

e choose to check Selected Fields. Then select the field(s) you want to
check, and click the Ok link. Then click the Spell Check link

If spelling errors are found, the Spell Check window will open.

-+ Spell Check
Text Being Checked:
EXHIBTG HALL 1 lanare |
lgnore Al
Add
Feplace with:
| Replace
Suggestions:
exhibit @] Lfcpiacecl
exhibitor S
exhibition T Options
L Cancel |
exhibiy Word: 4 of 4 Index: 15

The Spell Check window shows you which word it found questionable. You
can:
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Using the Program

1. What kind of help is
available in the program?

2. What is Rediscovery
System Help?

3. What is ICMS field help?

4. Should I enter data in all
caps or mixed case?

System Basics

e Enter a corrected spelling in the Replace with field, and click the
Replace button, or

e  Click the Ignore button to ignore the questionable spelling, or

e  Click the Ignore All button to ignore all instances of this spelling in
the record, or

e  Click the Add button to add this word to the dictionary, or
e Select a suggested word and click the Replace button, or

e Select a suggested word and click the Replace All button to replace
all instances of this spelling in this record, or

e  Click the Cancel button to close the Spell Check window

There are two types of help in the program. Rediscovery System Help is
available under Help on the menu bar. ICMS field help is available on the
Navigation Pane.

Rediscovery system help provides assistance on how the system works. It
includes how-to guidance on menu commands and functions within the
program. It includes the same content as the Re:discovery User Manual.

=
Click the Q System Help icon on the button bar, or press F1 to open the
Rediscovery System help.

ICMS field help provides field-by-field DOI guidance on completing the data
fields on the screen. Field help is located in the Navigation Pane. The field
help will tell you:

e the type of field

e what data to enter in the field

e how to enter data in the field

e  whether the field is mandatory

e  whether the field maps to a form or report

e  whether the field maps to the Archives Module (for cultural resources
archives records)

Most field help also includes examples.

Entering data in all caps is strongly recommended, especially for authority
table terms. All the terms in DOI locked tables are in all caps.

Note: For some archival fields, mixed case entries are recommended because
the information will print as part of the finding aid.
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5. Do I really need to learn how The program is comprehensive, but learning to use it is easy and worthwhile.
to use all the different It has been customized to perform the collections management procedures
modules and functions? outlined in the DOI Museum Property Handbook and NPS Museum

Handbook, Parts I and II. Use it to carry out collections management
procedures that you already do. As you become familiar with the program,
you'll find yourself saving more and more time.

The program is designed so that many of the functions operate in the same
way. When you learn to perform one function, you will know how to do
other similar functions.

For example, the process of selecting fields is the same for Quick Report,
Quick Entry, and the Import and Export functions. The process for attaching
collection records is the same for incoming loans, outgoing loans, exhibits,
deaccessions, and restrictions.

6. What are the most important  As you work, remember to:
things to remember while

working in the program? e Be aware of the mode in which you are operating: Browse, View, Add,
or Modify. Check the bottom right corner of the status bar.

e Be aware of the "visible" data with which you are working. Look for
active tag sets and filters indicated on the status bar.

e  Know the current sort order. Check the Sort field on the button bar.

7. Can I change the screen Yes. There are several themes available for the screen and Navigation Pane
style and colors or button as well as two sizes for the button bar. These settings are user specific and
bar size? are tied to the user login so that each person can have their own style.

To change the Screen style and button bar size:

e  On the View menu, select Screen Options.

& Screen Options

Dptions
Set Systern Default

Selecttoolbarimage size and theme on left to change overall look and feel of the application

Toalbar Images Example Display of Toolbar_

®) 5mall Images @ @ B g G m ﬁ
‘) Large Images Exanple Display o Selected Theme
Theme Selection Page One | Page Two

Caramel
The Asphalt Warld

Money Twins

Lilian Column Cne Column Two

iMaginary

Flat

Office 2003

Style 30

Ultra Flat

P Skyle
Some Label Test Data ™|
Some Label Tuw Test Data .

=]

ok Cancel
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e  The default theme for the screen is Money Twins. Select any style you
prefer under Theme Selection. An example of the theme will be
displayed on the right. These themes affect the List Pane and Record
Pane only.

e To change the size of the buttons on the button bar, select either Small
Images or Large Images under Toolbar Images on the left. An example
of the toolbar will display on the right.

e  After making your selections, click OK to save them. If you only change
the theme, the screen will immediately display your new settings. If you
also change the button bar size, you will have to exit the program and log
back in to see the change.

Note: If you want to return to the default settings for the system, click the
Set System Default on the toolbar.

You can also change the style of the Navigation Pane. To change the
Navigation Pane:

e  On the View menu, select Navigation Pane Style.

& Re:discovery for the U.S. Department of the Interior: ICMS

File Edit View Record Tools Help

E- E Mavigation Pane
.Havigatinn Mavigation Pane Options  » Home Page
”F"" = .
| Ha\.qgff: Mavigation Pane Stgﬂe [ Theme Style Very for the

sfahiHg Screen Options Outlook 2003 e, RED
dRe: S
w " CQutlook XP
@il o
3 Re: Mz «  Windows Explorer XP
Q.Rﬂ o GoTo Ce to begin...

. @A -

. G3d PARK - Natural History
N}A USGS - Cultural Resources
. 34k USGS - Natural History

& Re: Archives

34h PARK - Archives (4-level)

-Ret System
; {5 Global Search Results
lte= Management Reports

JRe: Collections
E ﬂ PARK - Cultural Resources
-4\ PARK - Natural Historv

e  There are four styles available for the Navigation Pane: Theme Style,
Outlook 2003, Outlook XP and Windows Explorer XP. Select one of the
styles. You will see the new setting in the Navigation Pane immediately.

Note: The Navigation Pane in the single record window has its own setting.
Change it the same way as above if you want them to match.
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8. What do | do next?
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You are ready to use the system
what you should do next.

If you...
need to locate information

are a cataloger

are responsible for the
database

1:49

. How you plan to use ICMS will determine

Then...

become familiar with word searches.
Refer to Chapter 7, Finding and
Grouping Records, for additional help
on word searches.

turn to Chapter 2, Cataloging. Read
through the instructions for cataloging

the type of objects that you have.

Read Chapter 8, Moving and Sharing
Data, and Chapter 9, Tools.
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